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T0 5 Advisor .for Management ' 

from « Comptroller 

SUBJECT: Proposed Changes in Draft of CIA Regulation No, 


DATE: 12 January 1951 
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Attached hereto is draft of CIA Regulation No. H with suggested 25X1 A 

revisions and corrections noted thereon made by this office. 
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Office Memorandum • united states government 


TO : 
FROM : 
SUBJECT: 


Management Officer DATE: 21 August 1950 

Budget Officer 

Centx'al Intelligence Agency Regulation Number H, dated 1 November 
1950 * 


25X1A 


1. Reference is made to your memorandum of lL|. August 1950 
to the Chief, fiscal Division, and a copy of the draft of Agency 
Regulation Number ^ which was provided the Budget Staff for in- 25X1 A 
formation and review. 


2, Various items in the draft have been discussed with the 
Chief and Assistant Chief, Fiscal Division, Administrative Staff, 
and it is not considered necessary for this office to comment in 
detail on the various items which may be involved since the Chief, 
Fiscal Division, will present his suggestions at an early date. It 
is desired, however, to briefly comment on two portions of the 
proposed regulation. 


3. In view of the experience which has been gained since the 
original issuance of the requirements set forth in Section F 
(Allotments) on page 27 of the regulation, and inasmuch as satis- 
factory information is now currently available to both the Budget 
Staff and the Fiscal Division, it is suggested that this section 
be eliminated. On the basis of procedures no specific requirements 
with respect to allotments and obligations information need be set 
forth in an instruction. 




S' 

/¥ , 
l\ - t 


y 


1|.. Section V, on page 28 of the proposed regulation, pertains 
to the use of confidential funds by the Contact Division. This is 
/"'the type of regulation and/or instruction which is not normally 
furnished to individuals other than those who have an actual 
necessity for their use in day to day activities. If Section ¥ is 
included in the Regulation, it would be necessary that it be 
' ' presented to the General Accounting Office Site Auditors and other 
individuals throughout the Agency who have no actual need for the 

f instruction contained therein and the dissemination of the informa- 
tion would cause certain administrative and operational difficulties. 
It, therefore, does not appear a^^able that Section V be included 
| as part of the Regulation Number to the extent that it would be 
I given the same distribution as a raster of normal action on the part 
^ of various Staffs and administrative offices. 


25X1 A 


5. If it is considered necessary to hold a discussion on 
certain portions of the proposed regulation, a representative of 
this office would be pleased to attend. 
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1 March 19#) 


memorandum mi* 




nwmnm 


Budget Officer 
Personnel Director 
Management Officer 
Chief, Special ..iupport staff 
Chief, AiW.niotratiw staff 
Cteioral Counsel 

* Accomodations for dependents in oomeotion wi-felt 
trawl on Permanent Change of Station or Horn Leave 
Orders 

* a. Mesao from Executive addressed to Budget officer. 
Personnel officer, and Serviooc officer * sub 1 art* 
***** Trawl ponses, dated 3 AugJst 1<%? 


> 


\ P 




\e-- 


1« Eofemica ,r a” io rescinded. 

_ . J 1* totent of the rescinded policy of 3 August 19h9 to 
provide -or tho travel of dependents with the employe© concerned in tho 
sfttae or acl^'pdont accommodations when both tho employee and hio dopsndenta 

to f raVtt3 - tegethor. It t/a® not intended to Authoriia'an 
eloction by the oagacyeo that bin family could, travel by other then tho 

ssx rsrr *- i * , “ ^ 

ia given" below* t0 clori ^ tM<J situa tion, a restatement of policy 

"It is tho policy of this Agency that -where payment uf 
travel eapenses of dependents of e^layees in cormootlon -with 
P 0 j^£Ui«it change of station or home leave in authorised and 

wmw-)?! P r f an ? S 1 ' braVel eat^lcyee by the meat economical 

nsujilly' traveled route, full reimbursement will be made from 
official fimda for aocowmodationa which will enable the emplcRree 
and his dspenfleftts to b© together provided acocwamodations furnish- 

&muT £,£"* ri8SB fe0iUtl9a ara “*>*® « *• ■— of 

n -^ those oases where dependants accompany an cHonloyerj on 
other than tho moot oooncazdcul usually- traveled route, the 
dJxfaronco in coat of transportation must bo borne by the 
employee." 


\b 


, l 
sr 






25X1 A 


for hub director of caimw, immunises! 

-SIGNEST 


NOT 1 ? TO MANAGLMI5NT OFFICER: Incorporate 
new^olicy in new regulations when published. 


-t 


<^V 

$c 


25X1A 


T2«»outiva 
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MEMORANDUM FOR: Budget Officer 

Personnel Director 
Management Officer 
Chief, Special Support Staff 
Chief, Administrative Staff 
General Counsel 


>!■[' 


JiM ' 




0- v 

1 V 


• \ ia XX ViX'rf 

< s. r > 

'*■ 


Ii ' 1 " 


V „ 

y . v .(y; 1 

' ^ \p> 

SUBJECT: Accommodations for dependents in connection with / 

travel on Permanent Change of Station or Home Leave 
Orders 

REFERENCE: a. Memo from Executive addressed to Budget Officer, Personnel 

Officer, and Services Officer, subject: Payment, of Travel 
Expenses, dated 3 August 191+9 . 


1. Reference "A" is rescinded. 

2. The intent of the rescinded policy of 3 August 19/49 was to provide 
for the travel of dependents with the employee concerned in the same or 
adjacent accommodations when both the employee and his dependents were 
authorized to travel together. It was not intended to authorize an 
election by the employee that his family could travel by other than the 
shortest usually traveled route when additional expense to the Government 
would be occasioned thereby. 

3. In order to clarify this situation, a restatement of policy is 
given below: 

"It is the policy of this Agency that where payment of travel 

in connection with permanent 

expenses of dependents of employe es (jEo-ptyints-otitaidg— 1 thtr-contaTre i r ta - l 

change of station or 

Uftlted-Ptatee-a-nd- ret u r n -or ■■ f ro m- a—point-ftbroad-te-th-e— Hnitnd.-gt-a'bea 


^fld-rer t t i rn--in- g o nne r^tion-rrith7 home leave is authorized and such 
dependents travel with the employee by the most economical usually 
w .„ traveled route, full reimbursement will be made from official funds AH/ 
provided accommodations furnished are the lowest first class facilities 
available on the means of transportation used. 
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11 In those cases where dependents accompany an employee on other 
than the most economical usually traveled route, the difference in 
cost of transportation must be borne by the employee." 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

C. L. V/. 


CONCURRED IN: 


I 


25X1 A . ] 

a- ra 
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D R A F T 
L'IS/mc - 1U Feb £0 


MEMORANDUM FOR: 


SUBJECT: 


REFERENCE: 


Budget Officer 
Personnel Director 
Management Officer 
Chief, Special Support Staff 
Chief, Administrative Staff 
General Counsel 

Accommodations for dependents in connection with 
travel on Permanent Change of Station orders 

a. Memo from Executive addressed to Budget Officer, Personnel 
Officer, and Services Officer, subject: Payment of Travel 
Expenses, dated 3 August 1 php 


1. Reference ''a" is rescinded. 

2o The intent of the rescinded policy of 3 August 19k9 was to provide 
for the travel of dependents with the employee concerned in the same or 
adjacent accommodations when both the employee and his dependents were 
authorized to travel toge 'tiler. It was not intended to authorize an 
election by the employee that his family could travel by other than the 
shortest usually traveled route when additional expense to the Government 
would be occasioned thereby. 

3* In order to clarify this situation, a restatement of policy is 
given below: 

’It is the policy of this Agency that where payment of travel 
expenses of dependents of employees to points outside the continental 
United States and return/, is authorized and such dependents travel 
with the employee by the shortest usually traveled route, reimburse- 
ment will be made from official funds ^or accommodations which will 
enable the employee and his dependents to be together) pro vide d such 
accommodations are the lowest first class facilities available on 
the means of transportation used* 
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"The policy relative to accommodations stated above will also 
be effective in those cases where dependents accompany an employee 
on transportation other than the shortest usually traveled route 
and the difference in cost of transportation as distinguished from 
the cost of accommodations is borne by the employee. 1,1 

TOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

C. L. W. 
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3 August 1949 


MEMORANDUM FOR: Budget Officer 

Porsennel Officer 
Services Officer 

SUBJECT: Payment of Travel Expenses 


1. It is the policy of this Agency that where payment 
of travel expenses of dependents of employees to points outside 
the continental United States and return is authorized, such 
dependents may, if the employee so elects, travel vdth the employee, 
provided that the facilities used by the employee and dependents 
are the lowest first class facilities available on the means of 
transportation used. 



Executive 


25X1 A 



i 


25X1A 
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Office Memorandum • united states government 

T0 ! Executive DATE: 20 February I 95 O 

FR0M ! Budget Officer 

SUBJECT: Revision of the Policy statement of 3 August I 9 U 9 Pertaining to 

the Furnishing of Travel Accommodations to Dependents 


1. The proposed revision forwarded from your office on 

ll+ February 1950 has been redrafted in coordination with officials 
of the Administrative Staff and the Special Support Staff. The 
redraft which has been concurred in by appropriate representatives 
of the two staffs was composed with terminology to provide for 
home leave travel of dependents as well as all permanent change of 
station travel of dependents. It will also be rioted that a slight 
rewording has been effected in paragraph 3 to provide for terminology 
reading substantially as that set forth in paragraph 9 of the 
Standardized Government Travel Regulations . 

2. The redraft showing evidence of the required concurrences 
and the papers forwarded from your office with your instructions 
of II 4 . February 1950 are attached. 

25X1A 

E. R. SAUNDERS 



Attachments 
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Office Memorandum • united states government 


TO : 
FROM : 
SUBJECT: 


Advisor for Management 
Comptroller 

Proposed Amendment to Administrative Instruction 
JO January 1950 


DATE: 


11 December 1950 

dated 25X1A 


1. It is recommended that Administrative Instruction 
subject - "Payment of Premiums or Cost of Surety Bonds", dated 
30 January 1950, be amended to agree 'with present organisational 
structure and Delegation of Authority signed by the Director under 
date of 1 December 1950. 

2. This can be accomplished by deleting the following words in 
paragraph 3 of this Instruction: 

"The Chief, Administrative Staff, and the Chief, Special 
Support Staff, are " 

and inserting: 

"The Comptroller or Deputy Comptroller is " 
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routing AND RECORD SHEET , 




Director of Training 
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27 August 1952 

COMMENTS 


fy^t: 




2 to 1: — - 

Concur j suggesting that con- 
sideration be given (before a regula- 
tion is published) to allowing over- 
time pay and/or compensatory leave 
for time which the employee in train- 
ing is required by his supervisor to 
spend at his desk in continuing 
regular duties when such time (after 
being added to hours in training) is 
in excess of the regular 1*0 hours. 

Irr'CpP ~ 


3 to 1: 

Concur with the Staff Study as 


FOR THE C/P0S: 


Division 




d-CTiA. CX-Ut 0^0 JV-ft—'C. 0"vu uoe&u. gLl 

■P 

o rs 


25X1A 


RESTRICTED 


2 


CONFIDENTIAL 

10 — 04012-1 QPO 
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27 August 1952 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT : Determination of Work Week Applicable to Personnel 

Assigned to Certain Training Facilities and/or 
Courses. 

REFERENCE : (a) Memorandum Staff Study 30 July 1952, same 

subject. 

(b) Memorandum 21 August 1952 from SA/DD(A) to 
D/TR, same subject. 


1* In older that proposed policy be clearly applicable to 
those receiving training and not applicable to those conducting 
training, it is recommended that sub-paragraphs (a), (b) and (c), 
paragraph 5, reference (a), be amended by inserting bracketed words 
as follows: 


(a) hours spent /as a student/ in Agency-sponsored 
training activities shall be considered as 
working hours in determining whether an employee 
has worked the official work week of forty hours 
but may not be considered as working hours for 
purposes of overtime pay and/or compensatory leave. 

(b) hours spent /as a student/in Agency-sponsored 
training activities may not be considered as work- 
ing hours for purposes of night differential. 


(c) employees participating full time /as students/ in 
training activities sponsored by, but not controlled 
by, the Agency and who have been relieved of normal 
duties for that purpose, shall comply with the ap- 
plicable academic calendar and the laws of the 
jurisdiction in which located insofar as Holidays 
are concerned and in lieu of Legal Holidays otherwise 
applicable to employees. 


Attachments : 

Reference (a) and (b) 

Concurrence : 



wp 


25X1A 


25X1 A t 


CONFIOERTIA! 
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21 August 1952 


MEMORANDUM FOR: Director of Training 


SUBJECT 


Determination of Work Week Applicable to Personnel 
Assigned to Certain Training Facilities and/or Courses 


1. Attached are your memorandum dated 30 July on the same subject 
and a memorandum to the Office of Training from the General Counsel 
da * ed 1 A ugust, wh ich Mr. sent to me for my information. Please 
note Mr. comments on the routing sheet of your memorandum. I 

have discussed this briefly with him by phone, and he feels that he 
could not concur in your recommendations as presently made. He feels 
the recommended policy, though providing for exemption, is so worded as 
to be all-inclusive and would, therefore, create some serious morale 
problems with certain categories of individuals. 


25X1 A 
25X1 A 


dn W ^ te ,Y aS n ° tf ^ 1 ™ not, sure that your re commendati ons 

do not cover the situation adequately. Plowever, in view of Mr. 

comments, it- is suggested that you or someone from your Office discuss 
with him those types of cases he has in mind. If upon this review you feel 
that your present recommendations are still adequate, please return them 
with appropriate comments^If you feel revision is in order, it may be 

possibie to have Mr. concurrence on the paper when you return 

It to US. 


25X1A 



Special Assistant to 
Deputy Director 
(Administration) 


25X1A 


25X1 A 


2 Att 

Att 1 - Memo to ADD/A from D/TR, 

30 Jul 52, same subject 
Att 2 - Memo to D/TR from Gen Coun, 
1 Aug 52, same subject 


CONFIDENTIAL 

Security informalion 
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30 July 1952 

[EMORANUUM FOR: Assistant Deputy Director (Administration) 


FROM : Director of Training 

SUBJECT : Determination of Work Week Applicable to Personnel 

Assigned to Certain Training Facilities and/or Courses. 


1. PROBLEM. 

To state Agency policy with regard to (a) Overtime 
Compensation, (b) Compensatory Leave, (c) Holiday Pay, and 
(d) Night Differential as applicable to employees participating 
in Agency-sponsored training activities, 

2. ASSUMPTIONS. 

(a) That even though Agency-sponsored training programs 
are authorized and conducted for the benefit of the Agency, the 
participating individual employee derives substantial personal 
benefits in return for which he should be expected to spend 
whatever time is required to complete the course of study with 
maximum attainment.. 

(b) That (l) applicable general statutes are permissive 
rather than mandatory, or, (2) that CIA is exempt from the pro- 
visions of such general statutes by virtue of the several organic 
acts applicable to it. (See Attachment A) 

3. FACTS BEARING ON THE. PROBLEM. 

A. Employees are now participating in courses at various 
public and private institutions, both foreign and domestic, in 
addition to those conducted by the Agency at its own facilities. 

Some of the courses require full-time participation 
by employees with the result that the individuals are relieved 
of all normal duties and responsibilities during the period of 
training. 


Other courses require less than full- time participation 
and are undertaken partly during and partly outside official 
working hours or entirely in addition to normal duties and out- 
side official working hours. 


B. Some Offices have requested overtime compensation for 
employees for hours spent in training in addition to normal 
duties and outside official working hours. 



mkMAIiON 


J 
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C. One Office customarily authorizes overtime compensation 
xor those of its employees who are students in a TR(S) course 
which regularly involves field problems extending beyond the 
normal official work day and work week. 


D. Current Agency policy is si lent as to the 
presented, oee CIA iiegnl.at.ion Hm 


problem here 


ll . DISCUSSION . 


1 raining is provided to satisfy a wide variety of Apencv 
requirements and can only be available under a wide variety of 
conditions and circumstances. Thus, courses now conducted by 
the Agency at its own facilities or under its immediate control 
range from one half of a normal work day — in the case of the 
Indoctrination Course given new employees — to four weeks of 
which two are spent in a twenty- four hour a day, seven days a 
week field 11 problem, in the case of the Survival Course. 

Similarly, training sponsored by the Agency and con- 
ducted by public or private institutions is subject to infinite 
variety as to hours of attendance required, hours of study and 
research required, etc. Thus, as a practical matter, it is 
almost impossible to so administer the variables as to achieve 
an exact forty-hour week made up of proportions of class time 
and study and suitable to the particular requirements of indi- 
vidual students. If overtime compensation should be encouraged 
i would enrich the laggard but would be of little or no advantage 
to his more able fellow employee. 

5 . CONCLUSIONS. 




Consistent with the objectives of simplicity, efficiency 
and equality of administration. Agency policy should be that 


/ \ , . w-An-Ar 

U; hours spent m Agency-sponsored training activities 
shall be considered as working hours in determining whether an 
employee has worked the official work week of forty hours but 
may not be considered as working hours for purposes of overtime 
pay and/ or compensatory leave. 


(b) hours spent in Agency-sponsored training activities 
may n°t be considered as working hours for purposes of night 
difierential. 


/v j fljMAkvJ--* 

\c) employees participating full time^in training 
activities sponsored by, but not controlled by, the Agency and 
who have been relieved of normal duties for that purpose, shall 


CONFIDENTIAL 

stuuiiirv information 
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comply with the applicable academic calendar and -the lawn of 
the jurisdiction in which located insofar as j/olidays are con- 
cerned and in lieu of/ l/ega.L Holidays otherwise applicable to 
employees . 

(d) requests for exception to these policies will be 
/ v forwarded through normal channels to the Director of Training 
Y ("' * for recommendation and concurrence and to the Deputy Director 
(Administration) for approval. 

6 . ACT low Rite <JM AN DAD . 

It is recommended that policies proposed in Paragraph f> 
be adopted and that such policies be incorporated into the CIA 
Regulations . 


Attachment A 

Concurrence: 



ACTION BY APPROVING AUTHORITY: 

Approved (disapproved), exceptions, if any. 


L. K. WHITE 

Assistant Deputy Director 
(Administration) 




SECURITY IR^ORMATIOK- 
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Reference: 


'25X1 A 
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General Counsel 1 July 1$>$2 

Office of Training 

Determination of Work Week Applicable to Personnel Assigned to 
Certain Training Facilities and/or Courses 

Discussion Mr. ; May 1952 25X1 A 


1. As you know, training activities of the Agency during the 
past year have increased in both scope and variety of facilities 
available. Employees are now participating in. courses at various 
public and private institutions, both foreign and domestic « 

2. Some of the courses require full-time participation by 
employees with the resiUlt that the individuals are relieved of all 
normal duties and responsibilities during the period of training. 
Other courses require less than full-time participation and are 
undertaken partly during normal official working hours and partly 
outside official working hours or entirely in addition to normal 
duties and outside official working hours. 

3. With regard to the latter categories, i.e., those courses 
which involve hours in excess of the work day and work week, there 
has been raised the question as to whether the overtime hours should 
be compensated at overtime rates. There is the further question of 
whether night differential is appropriate. 

U. With regard to the former categories, i.e., those courses 
which require that no time be spent on normal duties and responsi- 
bilities of the employee's job, there are the inherent questions of 
(a) overtime rates for hours in excess of the normal work week or 
on Saturdays, (b) overtime rates for activity required and performed 
on Holidays not recognized by the institution to which assigned or 
by the jurisdiction in whcih located, and (c) whether to charge 
annual leave for days on which no activity is required because of 
local holiday not proclaimed as a Federal holiday or because of 
academic holiday. 

5. Current Agency policy is silent as to these matters. See 
CIA Regulation ■■■ 


Attachment A 


COPY 
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I'k is proposed that these questions be resolved by policy 
and appropriate Agency regulation providing that (a) hours spent 
in Agency-sponsored training activities shall be considered as 
working hours in determining whether an employee has worked the 
official work week of forty hours, but may not be considered as 
working hours for purposes of overtime pay and/or compensatory 
leave, (b) hours spent in Agency- sponsored training activities may 
not be considered as working hours for purposes of night differen- 
tial, and (c) employees participating full time in Agency-sponsored 
training activities and who have been relieved of normal duties for 
that purpose shall comply with the academic calendar and the laws 
of the jurisdiction in which located insofar as Holidays are con- 
cerned and in lieu of Legal Holidays otherwise applicable to employees. 

7. These policies maybe adopted if it is determined that 
(a) applicable general laws are permissive re.ther than mandatory, 
or (b) that CIA is exempt from the provisions of such general laws 
by virtue of the several organic acts applicable to it. 

8. lour legal opinion with regard to (a) and (b) of the 
above paragraph is requested as soon as possible, since, in the 
absence of general policy, questions of overtime pay for time 
spent in Agency- sponsored training activities are not resolved 
uniformly by the several Offices. 


FOR THE DIRECTOR OF TRAINING: 


s/ 


Assistant 


25X1A 


COPY 
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SECURE iftF'dr"* 


27 August 1952 


i'ilil'iOrcAHDUM FOR? Deputy Director (Administration) 

SUBJECT : Determination of Work Week Applicable to Personnel 

Assigned to Certain Training Facilities and/or 
Courses,. 

EdFHEiiNCE : (a) Memorandum Staff .Study 30 July 1952, same 

subject. 

(b) Memorandum 21 August 1952 from SA/DD(A) to 
f)/TR, same subject. 


1. In order that proposed policy be clearly applicable to 
those receiving training and not applicable to those conducting 
training, it is recommended that sub-paragraphs (a), (b) and (c), 
paragraph 5, reference (a), be amended by inserting bracketed words 
as follows: 

(a) hours spent /as a student/ in Agency-sponsored 
training activities shall be considered as 
working hours in determining whether an employee 
has worked the official work week of forty hours 
but may not be considered as working hours for 
purposes of over-time pay and/or compensatory leave. 

(b) hours spent /as a student/in Agency-sponsored 
training activities may not be considered as work- 
ing hours for purposes of night differential. 

(c) employees participating full time /as students/ in 
training activities sponsored by, but not controlled 
by, the Agency and who have been relieved of normal 
duties for that purpose, shall comply with the ap- 
plicable academic calendar and the laws of the 
jurisdiction in which located insofar as Holidays 
are concerned and in lieu of Legal Holidays otherwise 
applicable to employees* 



Attachments: 

Reference (a) and (b) 

Concurrence: 
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Aa Distant Deputy Director (Administration) 


\ 


2k November 1952 


Chief ) 0 & M Service 


Proposed Revision of CIA Regulation No. 



Time, Leave and Pay 


25X1A 


1. There is attached hereto for approval and authority to 

pub lish p roposed revision of paragraphs P, Q, and R of CIA Regulation 
No. Time, Leave and Pay. 25 

2. The revision states the policy with regard to overtime 
compensation and compensatory leave, holiday pay, and night differential 
applicable to employees participating in Agency sponsored training 
activities and is based on the Staff Study submitted by the Director 

of Training and concurred in by the Assistant Director (Personnel), 
Comptroller and General Counsel. 

3. Since the added paragraphs (indicated by brackets) in the 
attached Regulation are identical to those in the Staff Study, the 
attached was recoordinated with the Comptroller and the Office of 
Training only. 


W. L. PEEL 


Attchs . 

Proposed revision of CIA Reg. No. 



25X1 A 
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Chief of Administration, DD/p 


Chief, Oi’ganlzation and Methods Service 


Proposed Revision of CIA Regulation Wo 



22 December 1952 


25X1 A 


1» There is attached for your review the proposed revision 
of CIA Regulation Wo, Time, Leave, and Pay, 


25X1A 


2. This revision was proposed by the Assistant Director 
(Personnel) and incorporates the following changes; 

a. Supervisory responsibility and authority for 
leave approval have been extended to include 
advance annual leave, maternity leave and 
leave without pay (not in excess of 12 months). 


b. The provisions of Section B(6) have been revised 
in accordance with the Thomas Eider which 
requires that annual leave earned in one calendar 
year he used by 30 June of the following year. 

c. Procedures for approving military -training leave 
have been simplified by eliminating Personnel 
Office processing. The granting' of this leave is 
essentially an ‘administrative matter requiring 
consideration of workload and related factors 
which are .determined at . operating level. Present 
processing' by Personnel Office is mechanical and 
time-consuming. \ 

3. It will be- appreciated, if you will return the attached, 
together with your.. concurrence or' other comment, by 7 January 
1953. 


V .V '■ 

w . l; :peel' 


Attachment: 

Copy of Revision, o^^^^ > 

CIA Regulation 25X1A 
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MEMORANDUM FOIL* Deputy Director (Administration) 
SUBJECT: Revision of Leave Regulation 


_!• There is attached a proposed revision of CIA Regulatior^M 
Sections A-J, Q and T, incorporating the following changes: 

a. Supervisory responsibility and authority for leave 
approval have been extended to include advance annual leave s 
maternity leave and leave without pay (not in excess of 12 
months ) . 

b. The provisions of Section 3(6) have been revised in 
accordance with the Thomas Rider which requires that annual • 
leave earned in one calendar year be used by 30 June of the 
following year. 

c» Procedures for approving military training leave 
have been simplified by eliminating Personnel Office processing. 
The granting of this leave is essentially an administrative mat- 
ter requiring consideration of workload and related factors 
which are determined at operating level. Present processing by 
Personnel Office is mechanical and time-consuming. 

2. Changes have been indicated by brackets. A few minor 
editorial changes have been included. 


25X1A 


25X1 A 

Assistant Director (Personnel) 

Attachment 

Revision of Regulation m| 

(Concurrence) (N ^n - c encuxreTi c g) 

Jo 

Date 

RESTRICTED 

Sccurily Inform, nil ; 


JAN l 1953 
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Normally, requests for leave balances should be made to the appropriate 
Administrative Officer, who will request the desired information from 
the Finance Office. 


I J . Overtime and Compensatory Leave (For Approval see CIA Regulation No. 25X1A 

( l) Election by the employee to take leave in lieu of overtime compen- 
sation (compensatory .leave) shall be subject to the restrictions 
governing overtime and the provisions of this section. Once an 
election has been mode and approved it may not be changed. 

(^) Overtime worm shall be authorised and approved for whole hours. Pay- 
ment will be computed for each whole hour of work, and leave in lieu of 
overtime compensation will be recorded for each whole hour of work. 

(3) No officer or employee shall be paid, with respect to any pay period 
basic salary plus additional compensation at a rate in excess of ? 

^ 10,330 per annum. Accordingly, compensatory leave cannot be granted 
m those instances where an employee would not be entitled to overtime 
compensation. 


(4) 


Administrative controls governing compensatory leave will be established 
by each Office head based on policies stated below: 


(a) 

(b) 

(c) 


It must be taken within the two pay periods immediately following 
the period in which earned, or forfeiture will result. 

.entries will be /made on official Time and attendance Reports of 
all overtime or compensatory leave earned. 

An adequate check system will be established to insure that overtime 
was actually worked. r 


Zfr) 


ronstw ^ ^ Ude ^ in Agency- sponsored training activities shall be 
jir f T working hours in determining whether an employee has worked 
the official work week of forty hours but may not be considered as 


working hours for purposes of 
Requests for exception to 


>ay and/or compensatory leave. 

‘ wil1 b e forwarded through normal 


and n to 1 th t0 D! iie t D3 'nr t0r of , Trainin S for recommendation and concurrence 
<md to the Deputy Director (Adminletratlcm) for approval^ 


Q. Holidays 


( 1 ) 


will ll d 0n a holiday for which holiday pay will be granted 

"fSJ* auth0 5 ized ' and paid in the same way aa overtime. An 

h?! ! ei£ausod or P &id holiday rates only for that portion of 

his tour of duty which actually falls within the 24 hour holiday period 

holiday Compensatory leave cannot be granted in lieu of' 


- 10 - 
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(2) The following days are established by law an Legal Holidays: 


1 January 
22 February 
30 May 
4 July 

First Monday of September 
11 November 

Fourth Thursday of November 
£5 December 


New Yearn '] Day 
Washington's Birthday 
Memorial Day 
Independence Day 
Labor Day 
Armistice Day 
Thanksgiving Day 
Christmas 


(a) Whenever any of the above holidays full on Sunday; 

(1) The following Monday will be officially observed as the 
holiday by employees whose regular workweek Is Monday 
through Friday. 

(2) Sunday will be officially observed as the holiday by 
employees whose regular workweek Includes Sunday. 

When a Legal Holiday falls on other than Sunday, there will be 
no additional nonworkday unless proclaimed by the President as 
indicated in (c) below. 


(b) 


(c) Holiday provisions other than those specified by law are announced 
by Presidential Proclamation, and employees will be officially 
notified. - J 


Z?3) 


Employees participating full time as students in training activities 
sponsored by, but not controlled by, the Agency and who havefirelieved 
rmal duties for that purpose, shall comply with the applicable 
academic calendar and the laws of the Jurisdiction in which located 
insofar as holidays are concerned and in lieu of Legal Holidays 

9 «UW ° ? e - rWlag S ? pUceblg t0 o-PJ-orees- Requests for exception to *h^+ h»3 

y f be forvarded throu S il normal channels to the Director 

raining for recommendation and concurrence and to the Deputy 
Director (Administration) for approval^ P y 

R. Night Differential 

(1) An additional 10 percent of an employee's base pay will be allowed 

5?5? ? h ?®, b ? ur ° f WOrk P® rforic ® d between the hours of 6:00 P.M. 
and 6:00 A.M. Standard, Daylight Saving, or other, depending upon 
time observed locally) when such hours fall within the employee^ \ 
regulariy scheduled tour of duty. Night differential canno/be 
claimed for time used in obtaining meals. 

(2) Payment of night differential may be authorized for night work per- 

touro/duty^tS^han M temp ° ra J lly a80i ^ ed to a regularly scheduled 
r or duty other than his own. Proper notations, in support of such 

payments, must appear on the Time and Attendance Report. 


r< 3 ) 


Hours spent as a student in Agency- sponsored training activities may 

- 11 - 
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not be considered as writing hours for purposes of night differential. 
Requests for exception to this policy will be forwarded through 
normal channels to the Director of Training for recommendation and 
concurrence and to the Deputy Director (Administration) for approval.7 

S. Terminal Pay 

Annual leave must be liquidated by a lump sum payment when an employee is 
separated from the Federal Service, 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


Deputy Director Effective: 
(Administration) Rescind : 


Pages 10-11 of 
6 January 1952 
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Office Memorandum • united states government 


U ' Assistant Deputy Director (Administration) DATE: qq November 1952 

FROM : Chief, 0 Sc M Service 

SUBJECT: p ropo , 3ed Revision of CIA Regulation Do. Travel. 25X1 A 


1* Ib has keen re commended by the Assistant Director (Personnel) 
and the Comptroller that paragraph B of CIA Regulation ho. gS be 25X1 A 

revised by deleting the iollowing sentence, "Armed Services personnel 
shall give the necessary data to the Military Personnel Division, 

Personnel Oifice, for the preparation of vouchers and submission to 
the Fiscal Division." The reasons stated for this deletion are: 

a. The Military Personnel Division is primarily interested 
in travel authorizations and travel performed by members of the 
Armed Services, 


b. It is general governmental and CIA policy that an in- 
dividual traveler prepare his own travel claim. Assistance 
can be obtained from the traveler's administrative officer. 

c. Paragraph A(7)(b) of CIA Regulation Wo. |H provides 25X1A 

necessary information for the rou ting of military travel 
authorizations. DD/P Notice No. dated 22 October 1952 ^ bA1 

indicates the formalized procedures used to authorize travel 

and certify vouchers against allocated funds in the DD/P 
complex. 


2. It is recommended that the attached amendment be approved 
for publication. 



25X1A 


Attch 

Proposed revision of CIA Reg. 



25X1A 


m 

L 0 


! ,,0S *Hra 
hbJ “orr Eli 



.OEu 



/ 
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SECURITY INFORMATION 


20 November 1952 


MEMORANDUM FOR: Deputy Director (Administration) 

THRU : (1) Assistant Director (Personnel) 

(2) Chief, Organization <>, Methods 


FROM 


Comptroller 


SUBJECT 


Correction of CIA Regulation 
5 September 1952 



dated 


25X1A 


1. There is attached hereto an amended paragraph 1. B. 
to subject Regulations which deletes the sentence "Armed 
Services personnel slial 1 give the necessary data to the Military 
Personnel Division, Personnel Office, for the preparation of 
vouchors and submission to the Fiscal Division." 

2. It has always been general government and CIA policy 
that an individual traveler prepares his own travel claim. 
Assistance can bo obtained from the traveler's administrative 
officer, the Travel Section of the Fiscal Division or the 
Military Personnel Division, as appropriate. Though the 
Military Personnel Division is interested in travel performed 
by members of the Armed Services, the CIA Regulations 

PP. A. (7) (b) provides necessary informative data through 
routing of travel orders. 

3. It is recommended that the attached amended regulation 
be approved as submitted. 


Attached : 
Amendment 



E. R. SAUNDERS 


25X1A 


0 CX I li 
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% m V 1952 


MEMORANDUM FOR: Comptroller 

SUBJECT: Correction of CIA. Regulation dated 

5 September 1952 

REFERENCE: a. Paragraph 13, Regulation Number^^H dated 

5 September 1952 

b. Paragraph 7(b), CIA Regulation dated 

26 Februar y 1952 

c. DDP Notice dated 22 October 1952 


25X1A 


25X1A 

25X1 A 


1. Recommend deleti on o f that portion of Paragraph 13, Travel 
Accounts, CIA Regulation which states "Armed Services personnel 25X1A 

shall give the necessary data to the Military Personnel Division - 
Personnel Office, for the preparation of vouchers and submission to 
the Fiscal Division". The Military Personnel Division is not in a 
position to prepare and submit vouchers. It is accepted practice 
for the Office to which an individual is assigned to prepare and certify 
such vouchers. 


2. The Military Personnel Division is primarily interested in 
travel authorizations and travel performed by members of the Armed 
Services for determination of line of duty. This is covered by the 
portion of Agency regulations cited in reference (b). 


3. Reference (c) indicates the formalized procedure used to 
authorize travel and certify vouchers against allocated funds in the 
DD/P complex. 



VI. H. H. MORRIS, JR. 
Assistant Director (Personnel) 


25X1A 


(id 


H 


?? i’ll 


»z,i 


L °Ht>j.t>orrEK 


il.y iiTj'Oniltitioil 
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C KNTRAL INTELLIGENCE AGENCY REGULATION 


25X1A 


j C. Per Diem 


la C,;VJ 1^4 


(>) 


Ei J 


( r, ) 


....L.(a)'- :; (1) Except as otherwise provided in this Regulation, civilian 
staff employees shall be authorized and paid per diem in 
lieu of subsistence while in a travel status in the conti- 
nental United States in accordance with the provisions 
'j contained in the Standardized Government Travel Regulations 

and shall be authorized and paid per diem while in a travel 
status outside the continental United States in accordance 
with the provisions of the Foreign Service Travel Regula- 
tions and Bureau of the Budget Circular A-7. 

(fe Military personnel (officers and enlisted men) shall 
normally receive the same rate of per diem as civilian 
staff employees when traveling under similar conditions. 

Per diem payments authorized for military personnel shall 

be in accordance with the provisions of the applicable 

I 

regulations mentioned in paragraph C (a) (l) above and this 
regulation and/or the Joint Travel Regulations for the 
Uniformed Services, effective 1 April 1951. The Agency 
travel orders written to cover the travel of military person- 
nel shall specify in each case the basic regulation gover nin g 
the travel and the rate(s) of per diem authorized. 


(fcJ F °r extended periods of temporary duty at the same post in the 
United States, the following schedule of maximum per diem rates 
shall apply: 

- 1 - 
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(fl)) Newly recruited civilian personnel and military officers 
without dependents, on temporary duty at Washington enroute 
to their first ijoverr us station, or placed on temporary 
duty at a point in u.ie United States other than Washington 
for training or other official purposes, may be authorized 
per diem not in excess of the following rates: 

The first 30 days © $9.00 per day 
The next 90 days © $iu50 per day 
The next 60 days © $1.50 per day 
QP' Military enlisted personnel who are entitled to and are 
being paid allowances for separate quarters and rations 
and who are on temporary duty at Washington enroute to 
their first overseas station, or placed on temporary duty 
at a point in the United States other than Washington for 
training or other official purposes, may be authorized a 
supplemental per diem by the Agency in accordance with the 
following schedule in order to bring the total allowance of 
enlisted men up to the rate of per diem which would be 
authorized for civilian employees serving under similar 
conditions : 

Single man living out and Agency per diem minus 

drawing separate military $Iu28 per day rations 

rations and quarters. and quarters allowance. 


- 2 - 
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Married or single man 
living in barracks or 
other government quarters 
and drawing separate mili- 
tary rations . 


Agency per diem minus l/5 
for quarters furnished and 
minus $2.57 per day rations 
allowance. 


j£. Married man or single man Agency per diem minus $2.57 
with dependents living out per day rations allowance, 
and drawing separate rations. 

(&) All other personnel, regardless of dependency status, 

who are on authorized temporary duty in the United States 


may be authorized per diem not to exceed the following 
rates : 


The first 60 days ® $9.00 per day 
The next 60 days @ $6.00 per day 




The next 60 days @ $3.00 per day 

not 

Absence of ten days or less sha!3/be considered as 


interrupting the continuity of temporary duty at the same 
post. 


(|) The following rules shall apply respecting the authorization or 
payment of per diem to Agency civilian or military personnel 
who use U. S. Government operated messing and billeting faci- 
lities while on temporary dutyf at a post or posts : 
tw Whenever personnel are assigned to temporary duty at a 
training site or similar installation for a relatively ' 
long period (15 days or more) and it is known that they 


-3- 
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& 


will receive subsistence and lodging while at the site 
without cost, they will not be authorized a per diem. 

In such cases, the travel orders should stipulate that 
the individual is authorized per diem for the period 
spent enroute to and from the site and authorized actual 
subsistence and quarters while at the site. 

Whehever personnel are assigned to temporary duty at a 
training site or similar installation for a relatively 
long period (l£ days or more) and it is known that they 
will be required to pay for their meals and/or lodgings, 
they should be authorized a per diem while at the site. 
However, the rate of per diem authorized should be based 
upon the actual costs which the individuals would be re- 
quired to pay for such meals and/or lodgings. 

Personnel in a temporary duty status who use Government 
operated messing and billeting facilities intermittently 
and/or for short periods may be authorized an appropriate 
per diem up to the maximum allowable. In such cases, the 
individual shall pay to the Government facility such 
charges as may be levied for meals and/or quarters furnished 
and claim reimbursement from the Agency for the full amount 
of per diem authorized. However, if the Government instal- 
lation furnishes meals and/ or lodgings without cost, the 


-b- 
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individual is required to make deductions on his travel 
reimbursement account for one-fifth of the rate of his 
per diem for each meal and/or lodging furnished without 
cost. 

(^Personnel traveling in areas where Government operated 
messing and billeting facilities are available to them 
are required to state on their travel reimbursement account 
that they did, or did not, use such facilities with or 
without cost. 

Per diem rates provided by Standardized Government and Foreign 
Service Travel Regulations represent the maximum rates allow- 
able, not the minimum. It is the responsibility of Agency 
officials authorized to issue travel orders to see that 
travel orders authorize only such per diem allowances as are 
justified by the circumstances surrounding the travel. Offi- 
cials authorized to issue travel orders will reduce the stip- 
ulated rates whenever available information indicates the maxi- 
mum rates will exceed the necessary official expenses. 

(J,) Per diem in excess of the rates stipulated above for temporary 
duty in the United States, and per diem for continuous temporary 
duty in excess of 180 days either in the United States or over- 
seas may be authorized only with the personal approval of the 


/ 


Deputy Director, Assistant Direct 



bad concerned, j 

25X1 A 


( Administratidn) 
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The present subparagraphs (c) and (d) of paragraph C of 
CIA Regulation should remain unchanged in text, but 
would be renumbered as subparagraphs (f) and (g) following 
the above proposed revision. ) 


! 
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2 b June iyi>2 


TO : 

A 1 n Oil ! 


Deputy Dire c tor ( Adnani strati on ) 
Comptroller 


TiiliU : 


Chief, General Services 


Sir. 'JSC':.': 


'.j»£j bael.ishn.cnl oi Standard Pci' Dion Procedures 


1. RDtLjw*i.--To provide a consistent policy and a standard procedure 
C.ovoi-uinr. the autliori nation and payment oi nor die fa in lieu oi 
subsistence to stall employees oi CIA, as requested by ADD/A 
nemo dated 22 ]■ ay attached hereto as TAB A. 


TACTS 


_iAIiI, .0 011 Alt PiiOi.JjhH. — Trie basic ro glia t ions governing 
uiie authorisation and payment oi per diem in lieu oi subsis- 
tence to y. 3 . Government civilian and idlitaiy personnel 
as ioilows: 


,u n c 


a • Tno Standardised Covornncnt Travel Itoy rlatlons, which 
doiino per dioin, regulate the conditions under which 
it can be paid, proscribe methods oi co 3 ipu.tr.ti on, and 
osot'.olisn maximum raucs which .nay bo paid in the United 
States . 


L) * Tiie iorcign Service Travel ite illat ions, and Bureau oi 
the end goo slrcular A-/ , which govern rates and of.-yii.ont 
oi p..r diem to GJ.ii employees outside the United states. 



c • Joint Travol^do; nlations ior the Dniforsyd Service s 
Ox I octave 1 npnl ippl , wnich establish standards ior 
payment ox per diem to military personnel, but also 
o vide that iii.Uit.aiy personnel assigned to civilian 
agencies may travel and reciove per diem, per the 
regulations oi such agencies when the payments in- 
volved are equal to or in excess oi those .- ranted by 
the above mentioned military regulation. 

d • Various Decisions oi the Comptroller General oi the 
Uni ted States , which modify or limit, by interpreta- 
tion, the various regulations pertaining ' to the 
authorisation and paymen't oi per diem. 
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-' Lil yvboistonco authorised and paid to 

Cj.A staff .employees should bo in accordance ,.ith the standards 
proocilnod by, and within tho mfodmaim rates sot by the above 
mentioned I’o^ulat.Lons • dine o all o.l the ■ a.bovo re filiations 
am; available in printed form lor necessary distribution within 
tl;e Agency there appeal* s to bo no necessity lor physically re- 
producing and incorporating then; into the Agency ’ rcgul; ition u, 
except by reference. 


3. DISCUSSION, — Attached hereto 


TAB 


in the ioiv o.i on ai.iontlne .nt to CIA j-ie mint ion 


]> is a proposed CIA re, ulation 


M. 


The nvroose 


oi bnis proposed re pulnti on isjre foronco the basic regulation; 
governing t o pay.an.nt oi par diei:; to all CIA employees, and to 
lijako specific provision or establish specific liiidtations govor* 
nine the payment of per diem to certain groups or categories 
or employees . In drafting the proposed regulation an attempt 
was lfl ' de 'to combine therein tho provisions already adopted in 
practice under tho following listed regulations, agreeiients, 
and ne moron da presently in existence: 


a. Attached as TAB C is a copy of tho present CIA Regulation 
H Para.cTf.ipn C, which sets forth tho mardLmum per diem 
which may be paid to employees serving continuously in 

a Tib. status at the same post in the United States. 

b. Attached as TAB 1) is a memo dated lip July L9h9 which was 

concurred in by 0S0, CPC, Personnel, . and finance, which 
provides uiaximum rates of per diem wliich way be paid to 
new employees while engaged in training and indoctrina- 
tion duties in Washington or at other points in the 
United States before proceeding to their permanent over- 
seas stations. It will be noted that the rates prescribed 
in TAB D are in some cases lossthan the maximum allowed 
by one present Clii Regulation Although TAP D was 

never formally incorporated into the CIA regulations it 
has been more or less consistently applied with respect 

to per diem payments made from unvouchered funds to new 
employees hired 'by the covert offices for overseas duty. 

c. Attached as TAB A is copy of a memo released by the 
Hi lit ary Personnel Division prescribing rates of per 
diem for various categories of enlisted military person- 
nel while they are in a TDY status in Washington en route 
to permanent overseas assignments. 

d. Attached as TAB i 1 a. re copies of various memoranda and 
instructions pertaining to the establishment of per diem 
and/or the furnishing of quarters and subsistence for 
employees assigned to the 
Centers . 
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CIA HEGULATION^^B PARAGRAPH C, (a) AMD (b) 25X1 A 


C. Per Diem and Mileage 

(a) Per diem and mileage rates provided under existing laws and 
regulations represent the maximum allowable. OiTicials 
authorized to issue travel orders will reduce the stipulated 
rates whenever available information indicates that the 
maximum rates Trill exceed the necessary official traveling 
expense s . 

(b) for extended periods of temporary duty at t ho same post in 
the United States* normally the following schedule of maximum 
rates shall apply. 

First 60 days 09*00 

Second 60 days 6„00 

Third 60 days 3.00 

Absence of ten days or less shall not be considered as 
interrupting the continuity of temporary duty at the same 
post. 


l lir 3 


COKbib'OfTEK 


"P I'M ^ r 


' k ' MVH( X DM\232 


,^ r . r • d= J lllET V 

c '^EflSecuritv information 



/ 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 3001 0-9 



Approved For Release 2001/0,9/03 : CIA-RDP81-00728R0001 001 3001 0-9 


111. July 1?1|9 


SUBJECT: Establishment of Uniform Policies and Hates for the Payment 
of Subsistence Per Diem from Confidential Funds 


1. General 

Pursuantto t he provisions of 
Instruction No.H^H your concurrence 
following unifornrapffl* diem policies and 

2. Rates to be Paid 


Public Law 92 and CIA Adra.nl str at ivo 
is ' reeve oted to the adoption of the 
rate s : 


a. Employee s in 'Washington on TDY enroute from place of residence 
(where hired) to permanent overseas posts shall be authorized per diem at the 
f oil owing rate s : 


Employees with Dependent: 

60 days @ $9.00 per day 
60 days © 6.00 per day 
60 days 6 3.00 par day 


Employ e e s without Dependents 

30 days Q $9.00 per day 
90 days © lu30 per day 
60 days © l.J>0 per day 


No per diem will be authorised at rates in excess of the amove or xor period 

in excess of 100 days of continuous domicile in da shin at on, D. C . ; . except 

upon the specific approval of the Assistant Director and after review of the 
extenuating conditions warranting further per diem payments. 

b. Employees in Washington on TDI enroute from old overseas posts 
to new overseas posts; employees on official TDI in Washington who. are. to 
return to their official stations abroad; and employees stationed in the . 
United States who are on TDY at points in the United States away irons their 
official station, shall be authorized per diem at the following rates without 
regard to dependency status: 

60 days 3 $9.00 
60 days © 6.00 

60 days 0 3.00 

No per diem will be authorized at rates in excess of the above or for periods 

in excess of 180 days continuous domicile at any one point in the United 

States, except upon the specific approval of the Assistant Director and after 
review of the extenuating conditions warranting further per diem payments. 

c. Employees in a travel status outside the United States shall 

be authorized per diem at the maximum rates provided for in Bureau or the 
Budget Circular A-7 at the various points visited on TDI. Maximum per diem 
rates will be authorize^, ppntinupus^ TDY status at any one overseas point 
■c» .. An 


for a period of 60 daysej » A'cQllt 
by the Assistant Director sonce 
u ,lu Sj 3 


25X1A 


i yofv ti 


i 

HECEiMr bi 

. f "(*>. 

iv". 

g'pcurHv Information' 


diem will be authorized after review 
jf^rranted by the circumstances. 


\\// 

11 
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3. Special subsistence occasioned, by the nature of the temporary duty 
performed which reduces tho subsistence cost of individuals will be considered 
by recommending and authorising officials with tho view toward the reduction 
of the uniform' rates to an amount not in excess of that required to moot the 
necessary official travel expenses under the circumstances. 


25x1 a 

Covert Deputy Budget Officer 


Concur: 


ADS0 


AD PC 


CPB 
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CENTRAL INTELLIGENCE AGENCY 
Washington 25, D. C. 

13 June 1952 

MEMORANDUM TO: Operating Divisions 

FROM : Military Personnel Division 

SUBJECT ; Payment of Per Diem to Enlisted Military Personnel 


1. Agency military personnel are stationed PCS Washington in the 
military sense* regardless of actual location, The Agency therefore pre- 
viously authorized the payment of per diem to military officers temporarily 
in the Washington area pending overseas shipment. Requests for payment of 
per diem to enlisted military personnel have been disapproved on the ground 
that these personnel draw military allowances for rations and quarters* 


2, In order to insure equal treatment for enlisted military personnel, 
it has been decided that a differential between Agency per diem and the mili 
tary allowances can be paid to enlisted men who otherwise meet the require- 
ments for payment of Agency per diem. This 'determination has been approved 
by the Office of the General Counsel, Personnel Director, Chief, Finance 
Division, and Chief, Military Personnel Division. 


3* The .procedure to be followed will be similar,, to that currently in 
use for military officers. Individual memorandum requests will bb submit- 
ted by the . operating division to the Chief, Finance Division, through the 
Chief, Military Personnel Division.., An extra' copy should be, included, 
marked for return to the operating division. This copy "will serve ' the' two- : 
fold, purpose of informing the division of the approval or disapproval Of the 
request And also of showing the' division the, correct dates’ and' category 
(see paragraph k) to be used in preparation of the vouchers. The Vouchers 
can be submitted directly, ta, the Finance Division, but should not be sub- 
mitted. Until the memorandum,, requesting per diem has bee.n approved by the 
Military Personnel - Division, jit should be noted that this procedure refers I 
only to : those cases where per diem is requested on military personnel' tem- 
porarily in Washington pending .overseas transfer. 

b. The following schedule , of payments i$\' authorized for enlisted men. 
This schedule is-". furnished ..for information only; „as the .Military' Personnel 
Division will determine the proper category from the individual* s pay 
records at the ; time' of ; approval, , , . 

CASE •, , "-PAY . 


/, a.:'.';Eingle man. living out 
• "''ahd drawing separate 
military rations and 
quarters. 


Agency per diem minus 
$4.28 per day rations 
and quarters allowance. 


‘ \ r < . 

■ -I- , . 

CONFIDENTIAL' 
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CONFIDENTIAL 


COMPTROLLER 

JUN U 10 10 fill ’52 ^ UL ^ II 18 flj] 


b. Harried or single man 
living in barracks or 
other government quar- 
ters and drawing sepa- 
rate military rations. 


received 

fe 12 3 P’f r: : . 

Agency per diemr-minus ’ 11 

1/5 for quarters ' tn&W CEO / \//c; q q 
nished and minus .,,.2.57 ' ^ 

per day rations allowance. 


c. Harried man or single Agency per diem minus 

man with _ dependents ; 1( >2*57 per day rations 

living out and drawing allowance, 

separate rations. 

5# Since pay records are not available on personnel no longer in the 
V/ashington area, no retroactive claims can be approved. Military Personnel 
will approve claims only from 1 June 52. 

6. It is requested that these memorandums be submitted as soon as 
possible after the arrival of the individual in the Washington area. This 
will allow a determination of the proper payment while the pay records are 
still available, and will lessen the chance of' military personnel incurring 
large debts while awaiting overseas shipment, ' . 


7. Questions, regarding this procedure may be directed to the Personnel 
Branch of this Division on extension 2735 or 665. 



Lieutenant Colonel, USAF 
Deputy Chief , Mil Fers Div 



CONFIDENTIAL 
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Swurilyln fonrialfo" 


13 May 193' 2 


Chief, Military Personnel Division 
Personnel Director 

Payment oi Per Diem to Enlisted Military Personnel 


1. Your memorandum of 1(1 April 19 & requests authorial i on 

“ 5"*- *“"T* t0 enliStcd Vr^ol'SStoZ 

wii{.or«uif] xn i/.aohmgton pending overseas assignment. 

+ . J* The a ? th ° rity r ° r the present practice of payin'- rcr diem 
to officers witn PCS; order to Washington, awdtinr Ur seas assign- 
ment, is Confidential Funds Reflation para'*? oh - ' TVq 
authority may be used for per diem paymirH to enlisted r sonoclU 
■ ssigned-exce it that the rations and quart- rs allowance" ci t»d i n 
your memorandum are not considered part of the basic remuneration.. 

representing the diifference^teSenUe ^ XliU^ilUSce J ’c^d Ge 

r^ A in n -^n4o era P * id enlisted stoned temoSa- 

ill., m (hin f- ;t on awaiting overseas assignment. 

4. This differential allowance will bo subiect to •TO-'id-irn 
service rotations for reductio s by reason UvcrnU 

furnished, and to CIA Regulation H and other apnUcahl' S^iU 
Lions on payment of per diem. " ‘ ' " f - a 


APPRO TOD: 


GEORGE E. MEmoH 


25X1A 



OFFICER OF GEM. COUNSEL 



0 o V 

■ : • if 


i-uivucF. 

3-d' 
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18 April 191.' 2 


Personnel Director, 200 North Building 

Chief, Military ’Personnel Division 

Payment of Per Diem to Enlisted Military Personnel 


1* This Division has recently boon re quo cted to a •■prove the 
payment of per diem to enlisted men assigned to the Agency. In ad- 
dition to several specific requests, we have received a latter from 
KE IV: quest! nr that those payments in general bo author iced. The re- 
quests point out that per '.lien? is authorised for- civilians and 
military officers in the same or like, situations. It is also pointed 
out that many enlisted personnel suffer financial hardship while 
temporarily stationed in the hash i rip-ton area prior to overseas ship- 
ment , 

2. Present policy allows the payment of pi r dien to military 
officers assigned PCS Washington Cor a short period pending overseas 
assignment . The agency, in these cases, considers the military PCS 
as TDY in nature. This Division has disapproved requests for payment 
of per* diem to enlisted personnel, ns these personnel draw some type 
of military allowance. If they have no dependents, for example , MD.P 
places them on a separate military rations and quarters allowance 
totalling til2»50 per month* Generally speaking, the enlisted an 
draws around 13.75 per day, while the civilians and officers draw 
■39*00. The military services have deemed this allowance adequate; 
however, the adequacy of ■■■,3.7b per day in the Washington area is open 
to question. 

3. In view of the possible hardship suffered by enlisted 
personnel, it is requested that this Division be authorized to approve 
a. differential allowance between the enlisted, nan’s military allowance 
and the regular Agency per diem. 


25X1 A 


Colonel, USAF 

Chief, Military Personnel Div . 



Sccui ily information* 
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20 May 1952 


MEMORANDUM FOR: Deputy Director (Administration) 


25X1 A 


SUBJECT : Mess facilities 

REFERENCE : (a) "Delegation of Authority" dated 17 Deoember 

1951, from Deputy Director (Administration) 

(b) Project Review Committee Action to equip 

and maintain dated 31 January 1952 25X1 A 

(c) "Funds for Operation, Fy52", dated 18 March 1951, 
for Comptroller 


1. PROBLEM 

To establish and maintain mess facilities 
for the following categories of personnel: 

a. Students (On TDY HMHjflHH 

b. Enlisted personnel not on separate rations 

o. Commissioned and enlisted personnel on separate 
rations 

d. Civilian personnel (TDY 

e. Civilian personnel (PCS 

2. FACTS BEARING ON THE PROBLEM 

a. Reference (b) above authorizes mess facilities 
be constructed and equipped 


25X1 A 


25X1A 


25X1A 


25X1 A 


b* Reference (c) above approved expenditure of funds 
for rations during June (FY52)j 225 rations per day, 
30 days, ©• $1.50 each ration, total allocation 
$10,125. Adequate estimates are included in FY53 
budget for rations on the basis of anticipated 
student load during FY53. Estimates will be 
revised at the time FY54 estimates are submitted. 
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o* Students on TDY training purposes 

virould ordinarily be entitled to a per diem allowance } 
however, it is proposed that rations and quarters be 
furnished to them in lieu of such allowances, 

d. Enlisted personnel not on separate rations are 
entitled to rations without charge 

e. All other categories listed above ordinarily are 
required to pay an established rate for all meals 
oonsumer. 

3. DISCUSSION 


The following are some of the principal factors to be 
considered in determining the type of mess facilities to be estab- 
lished in order to best serve the needs of the categories of 
personnel indicated in paragraph 

a. Students receiving quarters and rations in lieu of 
per diem will contribute no financial support to the 
operation of the mess. 

b. Enlisted personnel not on separate rations will 
contribute no financial support to the operation of 
the mess. 

c. Frequent training operations requiring field mess 
facilities will oreate abnormal costs for which 
contributing employees could not be expected to pay. 
Because of these operations It? rations each student 
per day is required. 


d. In the absence of a comparable experience factor 
as a basis, it is estimated the direct cost of 
operation of a government operated mess will 
approximate $10,000 monthly or $x20,000 annually. 
However, this direct cost will be partially off-set 
by savings affected administratively by students 
being furnished meals and quarters in lieu of a 
25X1 A per diem payment. Fluctuation of student load and 

mm ration charge will alter this cost. 

4. CONCLUSION 

After full consideration and discussion with representatives 
of the Finance Division of all the aspects of the problem, it is 
believed that the establishment of a government operated mess is -the 
moa^craotical and efficient means of solving the messing requirements 

25X1 A 

- 2 - 
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25X1 A 


5* ACTION RECOMMENDED 

Approval to establish and maintain a government operated 
moss in aooordance with the attaohed plan* 


25X1A 


1. Attachment 
■miitfH Mess Flan 


MATTHEW BAIRD 
Director of Training 


CONCURRENCE: 


APPROVED: 


/V 

General Counsel 


Deputy Director (Administration) 


25X1A 



Asst* Comptroller 


Date 


JsL 

A nspection & Security 


25X1A 


Distribution: 

1 - General Counsel 
1 - Comptroller 
1 - Inspection & Security 

1 - d/otr 
1 - ad/tr(s) 



-3- 
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MESS PLAN 


1. RATIONS 



2. COLLECTIONS 


Cash collections for meals consumed will be made from 
all personnel except students and enlisted personnel not on 
separate rations, for whom proper indentifi cation will be issued. 
Cash registers with tapes will be utilized for controlling 
collections. 

3. RATES 


Tentatively the charge per meal will be approximately 
$.50 based on ratio n cost and con sideration of prevailing 
comparable services varies from $1.30 to $1.50 each). 

Rates will be subject to change by the Area Commandant on the 
basis of experience factor after a reasonable period of operation. 

4. DISPOSITION OF CASH COLLECTIONS 


For the interim period of operation, cash collections for 
meals will be scheduled monthly to the Finance division for deposit 
to Miscellaneous Receipts. 
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hinting 



aja in 

Director, 

Personnel Director 9 July 1951 25 X 1 A 

THRU : Military Personnel Division 


Administrative Procedure for Military Personnel Attending School 
Reference : Memorandum 1 June SI Suh-iert: Administrative Procedure, 


25X1A 


auartm- ?f a £ ra P h ^g) of referenced memorandum authorizes 
quarters be furnished trainees at a rate of 60 cents nli SL 
and meals provided at a rate of $2.00 per day. ^ y 

to provide th^^^uirements in kind £ ! ,?! ‘ 10b availal>le 

“ W “« «»* »• ^"ilo^ce^ftt^VoVe^h 

3 *. Therefore, it is recommended that enlisted Dersnnnoi -in 

and r ra?ions S af^ e a raSs r inScated be * 2 ^ fo * quarters 

made from each individual WttateOy^terMch^^^y^y. 

with it J^j^ c ^°^. has bea ? discussed as a matter of policy 
being sent to him fo ^information? 115 & °° Py 01 thlS memorandum 


RCL/prm 


Lt. Col., USAF 
Gliief, Military Personnel 


25X1 A 


Division 
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\l 
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MMORANDIJM FOR: Comptroller 


16 July f?2 


FROM : Chief, General Services 

SUBJECT : Establishment of Standard Per Diem Procedures 


25X1 A 

As a resu lt of a meeting ±h July $2 between Mr. Comptroller’s 

Office and Mr. this office, the follovdng reccr^MM^Pions are submitted 25X1 A 

for Tab "B" of the attached staff study on the above subject: 

a. That the per diem rates in paragraph 0(b)(1) read: 

"The first 30 days @ $9.00 per day 

The next 90 days 0 $l|.of>0 per day 

The next 60 days @ $1.£0 per day" 

b. That the per diem rates in paragraph C(b) (3) read: 

"The first 60 days © $9.00 per day 

The next 60 days © $6.00 per day 

The next 60 days % «f>3.00 per dajr" 


c. That paragraph C (c)(1) be amended to read: 

"Whenever personnel are assigned to temporary duty at a 
training site or similar installation for a relatively long 
period ( If? days or mor e) and. . . " 


d. That paragraph 0(c)(2) be antmpnded to read: 


"■Whenever personnel are assigned to temporary duty at a 
training site or similar installation for a relatively 
long period ( If? days or mor e) and. . ." 
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Office Memorandum • united states government 


TO : Advisor for Management 

DATE: 

11 December 1950 

from j Comptroller 



subject: Proposed Amendment to Administrative 
dated 6 January 1950 

Instruction ||||| 

25X1 A 


1. It is recommended that Administrative Instruction 25X1 A 

subject - "Travel, Allowances and Related Expenses", under date of 

6 January 1950, be amended to provide plane accommodations for 
children under two years of age in cases involving undue hardship 
on parents. 

2. This can be accomplished by adding the following section 
to paragragh 1: 

"i. Plane accomodations for children Under Two Years of Age. 

In cases of undue hardship on parents incurred in the 
holding of children under two years of age on long journeys, 
seat accommodations will be furnished the children if desired 
by the traveler and set forth in the Request for Travel Order. 
The approval of a request by the initiating office will be 
deemed a certificate of necessity." 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


25X1A 



1. TRAVEL (See Regulation No^| 

A. Travel and Related Items 


25X1 A 


Travel and transportation expenses, and expenses incident thereto, including those 
incurred in the movement of dependents, household goods and personal effects, may 
be paid to or on behalf of employees in accordance with the provisions of Public 
Law 600 - 79th Congress, Public Law 92 - 8lst Congress, Public Law 830 - 8lst 
Congress Agency and other appropriate legislation, regulations issued thereunder, 
the Standardized Government Travel Regulations, the Foreign Service Regulations, 
and as specified in Agency Regulations. 


B. Travel Accounts 

Travel vouchers must be submitted to the Fiscal Division upon completion of each 
trip or at the end of each calendar month in case of extended travel. Vouchers 
for travel authorized by Chiefs of overseas Missions shall be submitted to the 
appropriate Mission official for processing. Armed Services personnel shall give 
the necessary data to the Military Personnel Division, Personnel Office , for the 
preparation of vouchers and submission to the Fiscal Division. Copies or regu- 
lations pertaining to travel may be obtained from the Fiscal Division in addition 
to advice as to the preparation and submission of vouchers. 

C. Per Diem and Mileage 

(a) Per diem and mileage rates provided under existing laws and regulations rep- 
resent the maximum allowable. Officials authorized to issue travel orders 
will reduce the stipulated rates whenever available information indicates 
that the maximum rates will exceed the necessary official traveling expenses. 

(b) For extended periods of temporary duty at the same post in the United States, 

normally the following schedule of maximum rates shall apply: 

First 60 days - $9.00 

Second 60 days - 6.00 

Third 60 days - 3.00 

Absence of ten days or less shall not be considered as interrupting the 
continuity of temporary duty at the same post. 

/(c) An individual employed for overseas duty from a point outside the metro- 
politan area of Washington, D. C. may be authorized, in the order directing 


- 1 - 
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Security Information 
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Security Information 
CENTRAL INTELLIGENCE AGENCY REGULATION 


his travel, a per diem in lieu of subsistence at the rates provided in 
paragraph C.(b), above, while he .is in a temporary duty status in 
Washington, D. C., or any other point in the United States except the 
place of appointment, provided that: 

(l) (a) The Agency has notified the individual in writing that his 
appointment is for overseas duty, and has secured from the 
appointee, in writing, an agreement to accept overseas assign- 
ment. If this agreement does not designate a specific over- 
seas post it must show that the appointee has agreed without 
reservation to accept employment at any overseas post to which 
he may be assigned. 

(b) A statement is placed in the Travel Authorization specifying 
the intent of the Agency to assign the individual to an over- 
seas post upon completion of temporary duty in the United 
States. The point of overseas duty must be specified when 
travel expenses are to be paid from vouchered funds. When 
utilizing unvouchered funds, the general area to which the 
individual will be assigned may be indicated. 

(2) The individual will not be required to refund any per diem previously 
paid to him in accordance with Agency regulations if the original in- 
tent of the Agency should change while the individual is in a temporary 
duty status in the United States and it is decided that he will be 
assigned to a departmental position; or, if he resigns under circum- 
stances considered by the Assistant Director (Personnel) or his designee 
to be in the best interests of the Agency. If either of these occurs 
the individual will be notified immediately and the Office concerned 
will amend the individual's travel order to stop per diem accruals 
effective as of that date. 

(3) An individual who, for personal reasons not considered by the Assistant 
Director (Personnel) or his designee to be in the best interest of the 
Agency, resigns before accepting overseas assignment, or an individual 
who refuses for personal reasons to accept overseas assignment, after 
having initially agreed to do so, will be required to refund any amounts 
paid to him for per diem and his travel expenses to his point of temporary 
duty while in a temporary duty status on the assumption that he would 
accept an overseas assignment . J 

(d) Per diem payable to an employee incident to temporary duty travel abroad and 
to him and his immediate family^ incident to travel abroad on permanent 
change of station, home leave, or travel to first post of duty, and return 
therefrom, shall be in accordance with applicable provisions of the Foreign 
Service Regulations . 
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CENTRAL INTELLIGENCE AGENCY REGULATION 



25X1A 


(1) It is the policy of this Agency that where payment of travel expenses 
of dependents of employees is authorized and such dependents travel 
with the employee by the most economical usually traveled route , full 
reimbursement will be made from official funds for accommodations 
which will enable the employees and his dependents to be together 
provided accommodations furnished are the lowest first-class facil- 
ities available on the means of transportation used. 

(2) In those cases where dependents accompany an employee on other than the 
most economical usually traveled route , the difference in cost of trans- 
portation must be borne by the employee . 

/p. Local Personnel 

Personnel including natives and foreign nationals hired locally by Chiefs of 
Missions normally will receive travel expense, allowances and other benefits 
as dictated by local custom, and, whenever possible, practices followed by 
other governmental activities. Employment documents or contracts for services 
must set forth the details of the arrangement in each case._7 
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u 
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MEMORANDUM Deputy Director (Administration) 


risijm 


25X1A 


SUBJECT: Revision of CIA Regulation No. 


Travel 


1. The attached revision of CIA Regulation No. 
following changes: 


incorporates the 


25X1 A 


(a) Paragraph C(c) has been added to provide for payment of per 
diem to new employees while on temporary duty in the United States. 


(b) The former paragraph C(c) has been relettered C(d) and has 
been revised to simplify the preparation of Travel Orders. 


(c) Paragraph D, Local Personnel, except for the phrase "including 
natives andforeign nationals" is the same as paragraph C. in CIA Regu- 
lation No. This paragraph will be deleted from Regulation No. 

as soon as other pending revisions have been coordinated. 

2. Coordination has been effected as follows: 


25X1 A 
25X1A 


General Counsel 

OPC 

Comptroller 

OSO 

Auditor 

00 

Personnel 

Commo 

Admin. Services 



(a) The General Counsel commented on the revision of payment of per 
diem in lieu of subsistence (l(a), above) and recommended addition of a 
statement to the effect that Travel Orders should specify the point of 
overseas duty in most instances. Such a statement has been added and 
coordinated with the General Counsel, 00, 0S0, OPC and Commo by telephone. 

(c) Comments received from Personnel, Administrative Services, Auditor 
and 00 were made for purposes of clarification and have been included in 
the attached without further coordination. 

3 . Recommend approval . 
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CENTRAL INTELLIGENCE AGENCY REGULATION ^ 25X1 A 

1. TRAVEL (See Regulation No.^^^ 25X1 A 

A. Travel and Related Items 

Travel and transportation expenses; and expenses incident thereto, including 
those incurred in the movement of dependents, household goods and personal 
effects., may be paid to or on behalf of employees in accordance with the pro- 
visions of Public Law 600 - 79th Congress, Public Law 92 - 8 lst Congress, 

Public Law 830 - 8 lst Congress, Agency and other appropriate legislation, 
regulations issued thereunder, the Standardized Government Travel Regulations, 
the Foreign Service Regulations, and as specified in Agency Regulations. 

B. Travel Accounts 

Travel vouchers must be submitted to the Fiscal Division upon completion of 
each trip or at the end of each calendar month in case of extended travel. 

Vouchers for travel authorized by Chiefs of overseas Missions shall be sub- 
mitted to the appropriate Mission official for processing. Armed Services 
personnel shall give the necessary data to the Military Personnel Division, 

Personnel Office, for the preparation of vouchers and submission to the 
Fiscal Division. Copies or regulations pertaining to travel may be obtained 
from the Fiscal Division in addition to advice as to the preparation and sub- 
mission of vouchers. 

C. Per Diem and Mileage 

(a) Per diem and mileage rates provided under existing laws and regulations 
represent the maximum allowable. Officials authorized to issue travel 
orders will reduce the stipulated rates whenever available information 
indicates that the maximum rates will exceed the necessary official 
traveling expenses. 

(b) For extended periods of temporary duty at the same post in the United i 

States, normally the following schedule of maximum rates shall apply: 

First 60 days - $9*00 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


25X1 A 


C 


Second 60 days - $6.00 

Third 6o days - 3 . 00 

Absence of ten days or less shall not be considered as interrupting the 
continuity of temporary duty at the same post. 

Per diem payable to an employee incident to temporary duty travel abroad 
and to him and his immediate family/ incident to travel abroad on permanent 
change of station, home leave, or travel to first post of duty, and re- 
turn therefrom, shall be in accordance with applicable provisions of the 
Foreign Service Regulations. 

(1) It is the policy of this Agency that where payment of travel expenses 
of dependents of employees is authorized and such dependents travel 
with the employee by the most economical usually traveled route, full 
reimbursement will be made from official funds for accommodations 
which will enable the employees and his dependents to be together 
provided accommodations furnished are the lowest first-class facil- 
ities available on the means of transportation used. 

(2) In those cases where dependents accompany an employee on other than the 
most economical usually traveled route, the difference in cost of 
transportation must be borne by the employee. 


I do -baa*) concur in the revision of Regulation Travel. 


25X1 A 



25X1 A 


- 2 - 
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Office Memorandum • united states government 


TO : Advisor for Management 

from : Office of the General Counsel 

subject: Revision of CIA Regulation^^J, Travel 


DATE:f\|()V ^ ^951 


25X1 A 


1. We would like to see Section (c) (c)(1)(b) circum-?^ 
scribed to obviate some of the doubts that the Comptroller * 
General might have about the sufficiency of the phrase, "Spec- 
ifying the intent of the Agency to assign an individual to an 
overseas post." .Travel Authorizations should specify the 
point of overseas duty in all instances save where the em- 
ployee is a technician usable at various posts depending upon 
the need at the time he is cleared, such as those going into 
a communications pool. 

2. Without some limitation the phrase is subject to 
abuse and might be used as a possible device for bringing the 
employee to Washington, expenses paid, and then losing "intent" 
to ship him overseas. 

3. Section (C) (c)(3) might be amended to include for 

the purpose of clarity the following, "and his travel e;qpenses 
to his point of tempo, rary duty" after "vail be required to re- 
fund any amountspaid to him for per diem." This is covered 
by Regulation but the two could be tied together in the 

regulation under consideration without undue' duplication. 


OGC/MLE/McD 

Distribution; / 
Orig - Add 
1 - Ghrono 
1 - Subj 



ILLEGIB 



25X1 A 


25X1 A 



SECURITY 
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15 November 1951 

The point of overseas duty must be specified when travel expenses are 
to be paid from vouchered funds. When utilizing unvouchered funds, the general 
area to which the individual will be assigned may be indicated. 


The above statement cleared by telephone, 14 November 1951, with the 
following : 

0 S 0 

00 ! ' ! 'll 

25X1 A 

Commo 

GC - Mr. Houston 
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Office Memorandum • united states government 


: Advisor for Management 

from : Assistant Director for Communications 
SUBJECT: Revision of CIA Regulation Travel 


DATE: 15 NOV 1951 


25X1A 


Attached is the proposed revision of CIA Regulation 
with my concurrence. 

This revision should clarify, and by means of the procedures 
outlined, eliminate the controversy and confusion relating to 
per diem problems. 




/ 
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OEK CTAt-. Zm'BWlGiMCU A aKKCY R S' JULLTIO IJ 
X. TRAVEL (See- Regulation 

A. Travel and Related Items 


25X1 A 


25X1 A 


Travel and transportation expenses and expenses incident thereto, including 
thoa-c- incurred in the movement of dependents household goods arid personal 
effects way be paid to or on behalf of employees in accordance with the pro- 
visions of Public .Law 601 ■** Y>th Congress, Public Law •/& *• List Centres a .. 
1'ub.l.i'-*. Law ,: 3'/ - ''1st Congress Agency and other appropriate legislation, 
regulations issued thereunder the Btandardixed -Jovenaaent Travel iiesulat.*.ons 
•-.m ..'tii-jv/,!/ Jerv i.cw - •cgu.Xa 1 1 ous , &ivx as specif led is Aggoncy Huigulati ons . 


b. 


Trove X Ac e our; ts 

.Crave I vouchers must be submitted to the* 
each trip or at the end of each calendar 
Vouchers for 'travel authorised by Chiefs 


Fiscal Division upon completion of 
month iu cues of extended travel, 
of overseas lb ssions shall be sub- 


mitted to the appropr.- ate Mission official for processing. 
per--,'jni»l shall give the necessary data to the Military is 

— -4.X 0; i j 0- . (. CU di.‘v- 1*4 wptai < 4 . Ox i wiO L..; — J *,* a.tjU 


/UTEiC d Sc r V i CO 3 
rc-onus I D i. v j. s.v on 

j. 88 i OXi 'i.0 VKO 


Fiscal Division. Copies or regulations pertaining to travel may be obtained 
from the Fiscal Division in addition to advice as to the preparation and sub- 
mission of vouchers. 


0. For Diem and Mileage 

(a) Per diem and mileage rates provided under existing lews and regulation© 
represent the maximum allowable. Officials authorised to issue travel 
orders will reduce the stipulated rates whenever available information 
indicates that the maximum rates will exceed the necessary official 
'traveling expenses. 

(b) For extended periods of temporary duty at the same post in the United 
States, normally the following schedule of maximum. rates shall apply: 

First 6o days - $9.00 
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cawmL rnmim Agency jkeguiatxom 25X 1 y 

Second 60 days - $6,00 
Third 60 days - 3*00 

Absence of ten days or less shall not bo considered as Interrupting the 
continuity of temporary duty at the same post, 

]T (&) Per diem payable to an employee incident to temporary duty travel abroad 
and to him and his immediate family/ incident to travel abroad on permanent 
change of station, home leave, or travel to first post of duty, and re» 
turn therefrom, shall be in accordance with applicable provisions of the 
Foreign Service Reguimions . 

(l) It is the policy of this Agency that where payment of travel expenses 
of dependents of employees is authorised end such dependents travel 
with the employee by the most economical usually traveled route, full 
reimbursement will be made from official funds for ccommodatione 
which will enable the employees and his dependents to be together 
provided accommodations furnished are the lowest first-class facil- 
ities available on the means of transportation used. 

(•£) In those cases where dependents accompany an employee on other than the 
most economical usually traveled route, the difference in cost of 
transportation must be borne by the employee . 



■ 2 - 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


C. Per Diem and Mileage 


(a) Same 

(b) Same 

/“(c) An individual employed for overseas duty from a point outside the 

metropolitan area of Washington, D. C. may be authorized, in the order 
a 

directing his travel, /per diem in lieu of subsistence while he is in 
a temporary duty status in Washington, D. C., or any other point in 
the U. S. except the place of appointment, provided that: 

(1) (a) The Agency has notified the individual 1 n i mil tirng that 

his appointment is for overseas duty, and has secured from 
the appointee , ia=Mx£fciB£, an agreement to accept ^ over- 
seas assignment. If this agreement does not designate a 
specific overseas post it must show that the appointee has 
agreed without reservation to accept employment at any over- 
seas post to which he may be assigned. 

(b) A statement is placed in the Travel Authorization specifying 
the intent of the Agency to assign the • Individual to am 
overseas post upon completion of temporary duty in the U. S. 

(2) The individual will not be required to refund any per diem 
previously paid to him in accordance with Agency regulations if 

the original intent of the Agency should change while the individual 
Is in a temporary duty status in the U. S. and it is decided that 
he will be assigned to a departmental position; or, he will resign 
/?£, under circumstances considered by the Assistant Director (Personnel) 

U 7 ; -■> 

n . or hia^designee to be in the best interests of the Agency. If 

k / / / * ^ f 

' f , Y L t ? n 7 / 

either of these occurs the individual will be notified immediately 
and the Office concerned will amend the individual's travel order 
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to stop per diem accruals effective as of that date. 

(3) An Individual who resigns for personal reasons before accepting 
m overseas assignment, or an individual who refuses for personal 
reasons to accept m overseas assignment, after having initially 
agreed to do so, will be required to refund any amounts paid to 
him for per diem while in a temporary duty status on the assumption 
that he would accept an overseas assignment. J 

D. Local Personnel 

Personnel ^/including natives and foreign national!^ hired loc ally by Chiefs of 
Missions normally will receive travel expense, allowances and other benefits 
as dictated by local custom, and, whenever possible, practices followed by 
other governmental activities. Employment documents or contracts for services 
must set forth the details of the arrangement in each case. 


25X1 A 



[ I do concur with the above changes in CIA Regulation Number 

^ ^ J&Ia* <x^An 

, (fj/yKXiCXA IlM^P 

V fipfXdjl aJq c*> Qm/. 

j/yifrf 'X#- cXvLC-fX 


25X1 A 


4 




25X1A 


j ytih J! On 

tm. 




f 

jy 


* t L 


- 2 - 


rf 
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CEN TRAL mmJOEUCK AGKS'iGY REGULATIO N 

1. TRAVEL (See Regulation No^HHi 


Cxw- { 0 ' 

i 


25X1A 

25X1A 


A. Travel and Related Items 

Travel and transportation expanses » and expanses .incident thereto, including 
those Incurred in the movement of dependents household goods arid personal 
effects may he paid to or on behalf of employees in accordance with the pro- 
visions of Public Law 600 ~ 79th Congress,. Public Law » Gist Congress, 
Public Law 1-30 - ..lot congress Agency and other appropriate legislation,, 
regulations issued thereunder the Standardised Government Travel Emulations . 
the Foreign Service Regulations, and as specified in Agency Regulations. 

B. Travel Accounts 

Travel vouchers must be submitted to the Fiscal Division upon completion of 
each trip or at the end of each calendar month in case of extended travel. 
Vouchers for travel authorized by Chiefs of overseas Missions shall be sub- 
mitted to the appropriate Mission official for processing. Armed Services 
personnel shall give the necessary data to the Military Personnel Division 
Personnel Office for the preparation of vouchers and submission to the 
Fiscal Division. Copies or regulations pertaining to travel my be obtained 
from the Fiscal Division in addition to advice as to the preparation and sub- 
mission of vouchers. 

C. Per Diem and Mileage 

(a) Per diem and mileage rates provided under existing laws and regulations 
represent the Maximum allowable. Officials authorized to issue travel 
orders will reduce the stipulated rates whenever available information 
indicates that the maximum rates will exceed the necessary official 
traveling expenses. 

(b) For extended periods of temporary duty at the same post in the United 
States, normally the following schedule of maximum rates shell apply: 

First 60 days - .$9.00 
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Second 60 days « fS.OO 
TfoJj'd (So daye - 3.00 

Absence of tea day© or 1mm shall not be considered as interrupting -Use 

continuity of temporary duty at the gaas noat. 

(Jv) 

/ W) Per diem payable to an employee incident -to toa^orory duty travel abroad 
and to him and Ida insacdl&te to travel abroad on peratananfc 

change of station,, hoxae leave,, or travel to first post of duty, and re- 
turn thervfraK'y shall b« In accordance with applicable provision® of the) 
foreign Service Begula lions. 

(I) It in the policy of this Agency that where payment of travel expenses 
■ of doptsrjdsnts of employees Is autlioriund and such depeudentc travel 
with the employee by the rest economical usually traveled route, full 
reisibui’seiusnt will be juaue from official funds for , eecasnsoflatiaeei 
which will erj.ahle the employees and Ms dependants to be together 
provided ca&amoikitlorifs ftrrni dhoti arc the. lowest first-elasa facil- 
ities available on the ssasua© of traaspox’tatlon used. 

(£) In those cases where dependents ^company an employ©© on other than the 
mot economical usually traveled route, the difference in cost of 
transportation must ha tome by the employee. 



I do ■{■esxtO 


concur in the revision of Regulation 



Travel. 


25X1A 



25X1 A 
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MEMORANDUM FOR : ADVISOR FOR FA'IAGE' Oil' T 


SUBJECT: 


ATTACHMENT: 


Revision of CIA Regulation 



Travel 


Memo dtc!. 2,? October 1951 from Advisor f 
re proposed revision of CIA Regulation 


or H an ageine nt 


25X1A 

25X1A 


This office concurs in the changes proposed in the attached 


proposed revision of CIA Regulation 



25X1A 



J KILBOURME JOHNSTON 
Assistant Director For 
Policy Coordination 


125X1A 


jp j- f j «,=,k 

S&ftJftffir MMRim 
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25X1A 


? .o atop ,70 r f.liUAn a-scruftljs $rtazutvn m* of ftist 4 &c&» 

Ijj) /m i j:\Uv 4 «ivnl who- i&r ^rrw&f&X *oefox« «©«rpU^ 

ovar^Gis &$si£rsr:?«t. jr or tu’i utso mfiwai for spereeaaaa. 

rwa-soart v.o *wu'orp<> <g» «rAs»?'S'^a« after having iaitiaiUtf 

to 4o '7?, >7U,,1 lio ?vGuirpd to amounts i.o 

for i'jv d. iox. whllj .4.5: r ;,vK:.;p»r&ry ciuX; s®^*u o?) t&* tiomwz&Zl ov 
isv&c. ?.’■,!’ vow-.l » an c<v ..jnst-K; 1 - &-^.i ,.;?■« isay.t, J 

1), - LrjCvi .-•■V, i75o.:-;iv3l. 

pi*vx<&xt$l' oJ:a , .:i i:»g sa»tXv$s* kv ■'• roo*.!$r. a&^icft&ig/ 'i>y 0t?3.<sfe of 

i A ^ n 0 : ''.'r ■' iO »T(7.vV‘“f X,," X •* t'hX >.' « i. i- V .- V v 4 7 1. V . ' v^ r , 7 t'X, 1. l.^rt 4 XWj-.A O '■XX'!' I" J X 

J,'*ii4 ti.IO “■*$! Vy' ifiiJX.i, C ’..4 ' '•<*/,'* \ *&'*'>£ V*,WS ’-!» ?),? 4' y p'S’&H. v-JLCitf-S ifOjJLCWftK* by' 

odvi-r ;xr/^nv^oiv&], ac“.!.Y' -cica, v docuttr/tilff $** contract for ttorviottit 

SSU®f act for vhv £at&ii$ of v’tv? Jii- 7isch ca®«. 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


1 . 


TRAVEL (See Regulation No. 




25X1A 


25X1 A 


A. Travel and Related Items 


Travel and transportation expenses and expenses incident thereto including those 
incurred in the movement of dependents household goods and personal effects may 
be paid to or on behalf of employees in accordance with the provisions of Public 
Law 600 - Y'/th Congress Public Law y 2 - cilst Congress Public Lav: <330 - dist 
Congress Agency and other appropriate legislation regulations issued thereunder, 
the Standardised Government Travel Regulations the Foreign service Regulations, 
and as specified in Agency Regulations. 


B. Travel Accounts 

Travel vouchers must be submitted to the Fiscal Division upon completion of each 
trip or at the end of each calendar month in case of extended travel . Vouchers 
for travel authorized by Chiefs of overseas Missions shall' be submitted to the 
appropriate Mission official for processing. Armed Services personnel shall give 
the necessary data to the Military Personnel Division Personnel Office for the 
preparation of vouchers and submission to the Fiscal Division. Copies or regu- 
lations pertaining to travel may be obtained from the Fiscal Division in addition 
to advice as to the preparation and submission of vouchers. 

C. Per Diem and Mileage 

(a) Per diem and mileage rates provided, under' existing laws and regulations represent 
the maximum allowable. Officials authorized to issue travel orders will reduce 
the stipulated rates whenever available information indicates that the maximum 
rates will exceed the necessary official traveling expenses. 

(b) For extended periods of temporary duty at the same post in the United States 

. normally the following schedule of maximum rates shall apply; 

First 60 days - $9-00 

Second 60 days - 6.00 

Third 6o days - 3*00 

- 1 - 
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Absence of ten days or .Less shall not be considered as interrupting the 
continuity of temporary duty at the same post. 
f&) Per diem payable to an employee incident to temporary duty travel abroad and 

to him and his immediate family/ incident to travel abroad on permanent change 


to 

«*) 


of station home leave or travel to first post of duty and return therefrom 
shall be in accordance with applicable provisions of the Foreign Service 
Regulations . 

(1) It is the policy of this Agency that where payment of travel expenses 
of dependents of employees is authorized and such dependents travel with 
the employee by the most economical usually traveled route, full 
reimbursement will be made from official funds for accommodations which 
will enable the employees and his H# dependents to be together provided 
accommodations furnished are the lowest first-class' facilities available 
on the means of transportation used. 

(2) In those cases where dependents accompany an employee on other than the 
most economical usually traveled route the difference in cost of trans- 
portation must be borne by the employee. 
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C. For dim arsd Mileage 


0>) 

A«) 


name 


8«S»; 


dr fi ©dividual csasi>l<»>i»=3 for 
sriiiitrefjfol,I;t€i,’'i atfi» of WaaM 
directing My travel,, /per 


oversows duty fxssa a p oiiro cwwuiass tlw 
ig&otv. u. na&y foe sujttoorl in the ojrdor 
slam Is lieu of ©ufcaitttorws© while he is s.« 


a teaporary duty status 1.', 5iassVnLt;gto;f#" h. C», or any other joist it; 

the y. esac-Jt bte» pX»ew of app&ir ^rovieted 'chats 

{!) (a) 'ilw .vgou-oy haw notified tha individe&l in writing th%t 

his appo.iJ-itaia.tt te for overseas duty, urtd ke t^cuaod trm. 

,,«r.tc» j. -- ^ i ; wre. tj : j ^ ^ tXi ^st^^'-uT^vu ^ ov«,r* 

skn&s uissii-paaawi,* If tMa doer, not; dssigmtwr & 

ogweifla ovwnKMUi post it saast «iiov tlist fchs spjpoiDfceo has* 
ajjBsad without reservation to eceep ’■•■ o2splo,/!&sr;fc at suvy ©■•wss**- 
«««a .post to which he nay be mmig0&&. 

(h) A dteeoapat. is- placed in tb$ itewi Autisari sstiou speclfylttg 
tfc® izikaxii, of iM to assi/p; tlwa individual to aft 




owiTm&gs post upon completion of bso^rar/ duty is t&s id. 8, 
(®) *i%# isadlvjhS&sij, will. EOt h® jr^quirod to roftaod ©tty per die®} 

previously paid to hist; ih ocsoorda suec- with A#*oay regulations if 
the erigimi iiitfiinfc of the Agsuncy should oUbrsb while? t’tet is&ividus! 

• is in & te&por&ry duty status in fcb© l/. S, ood it is decided that 

'll 

he? will b«s to a tepwttmnb&L iwslfciosaj e«vf ha w632r seaigsS 

under circuwt&Mmi eoosiderod b;y the /tasioiost Bisector (Bwwwaml 
or Ms designee to ho ia tlse host loteresefca of the Agarwry, If 
either of the®* occur® that individual will bo notified isaediataly 
and th* OffK /joaotfoftd will asead tlaa individual *s travel order 


'•X* 
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ggm iKm&i- 



to atop per acc.nio3.ft effective as of that, 


(]) An who njtaigtt® for 9*reonaX nsa»ous before ffcesayttosft 

«Sfi ovajrooaa or art individual who rafUsoo for p$v»oca3, 

reasons to aaeayt ovaroona a*., i-;p*asmt., oftetr having initially 
agreed to <5o &©, will bo roo;ii:»d to arofuml any a®our>ta paid to 
hits for p&v Aiosa while Jr. a timporary duty atatua on the ttaeesspticn 
Uia* hft would accept m. overoeam as©! „ / 


'0. Lfleal S^monixjl 


msoanul ^5, neiudfn$ xz&tlv-x& #jik! foroiga r.aticu«aifi/ hired XocsCULy l>y C’lsief’s of 


l&miom «orsa»lXy will raced v« travel oHp&flos, ellowjujc^f. seal ©th&r bar® fit* 
ass dictated by local custm, m&, afoaccver possible, practice a followed by 
©tiaur ^v*m*&afcai ocrsivi £feplOi-w.ni docio&^it© or contract® for ^rvieoa 


ffluati 130?; forth £fc«® dotal Xi 


armrttfpm&t in each ca<?» . 


,/ 



I do b e ar - 4 concur with the above 

Except paragraph G (2) and ( 3)0 



25X1 A 


-r*V . 
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TilAL ireUJOKNCH AGKKCi' REGULATION 


THAVuiL (See Regulation 




A. Travel avid delated Items 


25X1A 


'1’ravel and transportation expenses. and expenses incident thereto* including 
those incurred in the movement of dependents household goods and peraonel 
effects nay he paid to or on behalf of employees in accordance with the pro- 
visions of Public Law uOO - '5th Congress, Public Law - clot Congress 
Public Law 030 - slot Congress . Agency -and other appropriate legislation, 
regulations issued thereunder the Standardised Government. 'Travel Regulations 
the Foreign Service Regulat ions , and as specified in Agency Mediations. 

B. Pravel Accounts 

Travel vouchers must be submitted to the Fiscal Division upon completion of 
each trip or at the end of each calendar month in case of extended travel. 
Vouchers for travel authorized by Chiefs of overseas Missions shall be sub- 
mitted to the appropriate Mission official for processing. Armed Services 
personnel shall give the necessary data to the Military Personnel Division 
Personnel GiTiee. for the preparation of vouchers and submission to the 
Fiscal Division, Copies or regulations pertaining to travel may be obtained 
from the Fiscal Division in addition to advice as to the preparation and sub- 
mission of vouchers. 


C. Per Diem and Mileage 

(a) Per diem and mileage rates provided under existing laws and regulations 
represent the maximum allowable. Officials authorized to issue travel 
orders will reduce the stipulated rates whenever available information 
indicates that the maximum rates will exceed the necessary official 
traveling expenses* 

(b) For extended periods of temporary duty at tbs same post In the United 
States, normally the following schedule of maximum rates shall apply: 

First 60 days - -$9*0O 
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CENTRAL INTELLIGENCE ACS3NCY REGULATION 


Second 60 da ys - $6.00 

Third 60 days - 3*00 

Absence of ten days or less shall not he considered as interrupting the 
continuity of temporary duty at the same post. 

JT (•£) Per diem payable to an employee incident to temporary duty travel abroad 
and to him and his immediate familjjincident to travel abroad on permanent 
change of station, home leave, or travel to first post of duty, and re- 
turn therefrom, shall be in accordance with applicable provisions of the 
Foreign Service Regulations . 

(l) It la the policy of this Agency that where payment of travel expenses 
of dependents of e mployees is authorized an d such dependents travel 
with the employee by the most economical usually traveled route, full 
reimbursement will be‘ made' fro in official funds fox ccomraodations 
which will enable the employees and his dependents to be togetter 
provided accommodations furnished are the lowest first-class facil- 
ities available on the mean® of transportation used. 

In those cases where dependents accompany an employee on other than the 
most economical usually traveled rout®, the difference in cost of 
transportation must be borne by the employee. 



I do ^"concur in tte revision of Emulation H ®ra«l. 

'l pjf— Au-l-bAc*/ -X-c — «->— 










lif: /J./-'; 



s^h'U 
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CBKTRAL IKTiiLLlCaSWCE AGKliGY KEOOLATIOri H 

0. Per Diem owl Mileage 

(a) name 

(b) Same 

/""(e) Ac individual employed for overseas duty from a point outside the 

metropolitan area of Washington, D. G, may be authorised, in the order 
a 

directing Ms travel, /per diem in lieu of subsistence while he is in 
a temporary duty etatuo in Washington, 1), C,, or any other point In 
the U. S3, except the place of appointment, provided that: 

(1) (a) The Agency has notified the individual in writing that 

his appointment is for overseas duty, and has secured from 
the appointee, in writing, an agreement to accept cast over- 
seas assignment. If this agreement does not designate a 
specific overseas poet it must show that the appoints© has 
agreed without reservation to accept employment at any over- 
seas poet to which he may be assigned. 

(b) A statement is placed in the Travel Authorisation specifying 
the intent of the Agency to assign the individual to an 
overseas post upon completion of temporary duty in the 13. S. 

(2) The individual will not be required to refund any per diem 
previously paid to him in accordance with Agency regulations if 

the original intent of the Agency should change while the Individual 
is in a temporary duty status in the U. S. and it is decided that 
he will be assigned to a departmental position: or, he will resign 
under circumstances considered by tbs Assistant Director (Personnel) 
or Ms designee to be in the best interests of the Agency. If 
either of these occurs the individual will be notified immediately 
and the Office* concerned will amend the individual's travel order 
- 1 - 
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25X1 A 


to stop per diem accruals effective as of that data, 
d) An individual who resigns for personal reasons before accepting 
.$§¥ overseas assignment, or an individual who refuses for personal 
reasons to accept |ggk oversea® ebciigraaent, after having initially 
agreed to do to, will be required to refund any amounts paid to 
hi m for per diem while in a temporary duty status on the assumption 
that he would accept an overseas assigWB3iit.^7 

D, Local Personnel 

Personnel /Including natives and foreign nationals/ hired locally 'by Chiefs of 
Missions normally will receive travel expense, allowances and other benefits 
as dictated by local custom, and, whenever possible, practices followed by 
other governmental activities. Employment documents or contracts for services 
must set forth the details of the arrangement in each case. 


29 October 1951 

j,v - I do (jsa) concur with the above changes in CIA Regulation Number BH 

0 ' ^ > It is suggested that the following be added in subparagraph (c) following 
^y- "in lieu of subsistence": 

■' "at the rates as provided in pars 


25X1 A 



Howard J 0 Preston 
Acting Ddputy Chief, 
Administrative Services 


25X1A 


- 2 - 


O 


l i N ^ 
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'.ml r fost-tr HznamOi 


J.o 15 to? for ftccnioia "sflVct.j.va «.» o; foMt:, 

(^} Air ; r wfo r^H^ptvis for • r<x'&&w>)F before /'•?? 

4B. ofoiVAH&cs or Ms iA;clivS.il} Kho r#.fo»;ts ifor ?er«erj«i 

i"'-.o?!OCi5» to ^or omrskj-rw? , of'^sr huvlfo; irti IttikVj 

l# do ’c'o. alll i:ft> to rffffcAwIt am$ y?.tid co 

M"s r;:"! '?r ;.• ;; •,/'* .si: - ;tC a fofi^ipr&rv i:,fo v a '.fotU:! 0Fi. fifes 

;..h«u be- vcu'M on overre cfo fofoS : fo:focH . . / 

.r.ir<iOncoi ifo n»livfo. weel fo«r.l£r; .:;foior«,l£/ ciriii 2U?.sfo cf 

KiS&iOft# :;.orwil:y wLli W«-ilifv5 C.r*V : l CJlcjrtmttlMfi «,'»?* Qthil-t tetStUSiibte 

s *,Mt jtsvc'TKni'ScA.is.l asUvitka, cr a»jit,rm<n,# for ciirvi^a. 

vS'iCvt. Cfo forth the dafo:;2" Of iw WT/a.? , ,;.BRS4SlH. A.’? OJiCfe <?««*.>, 


1 -:?.o ■■ accciur ib* &kov>? ohsus0>si 

and offer the following comments; 





\ 


(1) 

( 2 ) 


V-\ 






It is presumed that the present paragraph 0(c)(1) and ( 2 ) 
■will be retained as C(d)(l) and (2). 

Page 1 of draft, fifth line from bottom; should not the 
wording after "position" be changed to read, ", or if he 
should, resign under circumstances" etc.? 



25X1A 


25X1A 
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Par Di am and Mileage 


(a) 

(b) BOTsS 


jT{c) Aa individual employed for owmaa duty from & point outalda the 

saatropolitcin area of l). C. nay be authorised, in the order 

a 

directing hie travel, /per ai»&*s in lieu of eruheietunee while ha ie in 
a tepomry duty status in v?«whiogfco»'i» "ft. C. , or any other pois.t is 
the U. S. except the place of a»pointe®:.st, provided that.: 

(l) (a) 'the Agency has .notified the individual in writ lag that 

hie appointment is for overoesas duty, urd has secured frees 


the appointee, in writing, an agraew&r.fc to accept fifth over- 
seas as®i.!3Eaaayit. if this a^anaeaaaai. does not designate a 
specific overmens post it east show that the appointee; lias 
agreed without reservation to accept ^oployiaerit at any over- 
se as po»a t to whicn sio may oe 

(h) A statesjent is placed in the .avel Au'thorisacioh specifying 
the latent of the Agency to assign. the individual to as 
overaeee post upon coaspletion of duty ia the f J. 8. 

(2) 35ie individual will net ba required ao roftaoi any per diea 

previously paid to him in accordance with Agamy* regulations if 
the original intent of the Agency should change while the individual 
is in a temporary duty status In the U. S. and it is decided that 
he will be assigned to £a/ dcp^lawa'tal position* or, he will resign 

under eircuBnrfcamfef. .^y 1 ? the Assistant Director (Personnel} 

'• . j cl 

or Ms de»ig»ae to fc£#t interests of tiu» Agaocy. If 

either of theoe occurs tbs individual will b® notified ismaftiatsly 
eat %h& Office concerned will szaeM the individual’s travel order 
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to ©top per dim accruals effective as of that data. 

(}) An individual whoj^oiipis^for personal naasoaa^ufoJXf accepting 
aist. ovoreoas aKSigrusent.,. or jar r i tr^ivia ital-ifeq) refuses [ fov . ^m& B o X 

•jeoa«w»as]fco accept ijgr overseas oanigmaont, afmr bavins initially 

©greed to flo so, will h© required to vt»fv.m any amount® paid to 

M» . ; "or per dicst while in a tei^rery/dwty at&tuss on the assumption 

that he would accept an overseas 

/ 

T>. Local Personnel / 

Personnel /including natives and foroigE^da^ionala/ hired locally by Chiefs of 
Wa&lom noxjBBlly will raeaiva iimvol/cK&stnm, allowances and other benefits 
as dictated by local custom, ardy^^snever possible, practices followed by 

other ^overrjaencal aeiivi tiers'. l&ploysaenfc flocumeafc® or contracts for services 

/ 

must sat forth the dctailc of 'die arran^esaent in each case. 


rfk %s n&fcJ cfaaftt 

X do (•*#*) eop^nr/with tb® above change in CIA ^Regulation Humfearl 





f](j C&n / /fiee'ey/ kf /hsJ'fy/. ($/£cr)sio)) cy h/s (rtf I '///ii-C -Je> /f 

A- lies'/ io/syss/ ■f % dfysaty' BBVHCM 

’*0*151 3 ai Wu 2 l 
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bckzmms 
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B,vjr hfe-sa «c4 
(«•} t'oibs 
(V ) 

/ Vw /«' :;Mlip 3 ! 0 . 7 ^ tCfT QVJi*« 4 teB « 1 «t*y iYfeii - ;.!, v OUtftidy •&»,'* 

BWtWaJOli jflwcii of I’/aato'.if'^tor?, sjsx bg <•. .osriiteni;, »t; 'cSx? wicr 1 

a 

hi si 41«* sU Uou or aufoata^aea vhL&z fa *# j fi 

« feKporarc «uvy oiatuo xr* V-ftahiit^^iV” fe,. ,o‘J? cav Ovhar r>ci»t in 

LI; - ... ► < v i . v... faii.i (l i C, y'l-vj'Cv.' Oj. 'AyiAA H-i piife yj, -x fSM.t J 

ch.* ijj) J ^*' 4{ ■‘■ci&iVj mOJ# i.'.o’ti !, !#<?.. ir»d'l vie/. lift! ac writing that 

L ftypO-t i .’• C3a*f ' * u u.® sOr OV^J'SWvifj d.v.'O.fe u; ■',; jteA» UftCHWSiCl ’JftfOM; 

S3Wr * iiS * ♦ £f <$:&& do©*; s'.ist a. 

a^.t-o:S f *« owrftaiis j^oia^ li Eau®t »£k»# kh&h o^sixfee haa 

V|.j. ‘iiO i-Hvi’irp & J.fcw ivla'VV V-X* '£*** 

we, us .yos?, tc vhlcJ* h& ir*3$,y be 

Vii) , ” 1 «?*»«, in \iina04 xn &:t$ "ravel- Au Va&xi 4 &t i oo s^wlfyisg 

xt.^i S.nuwt Os iSssj jltfazuzj- £© asa*^ £&j individual :,<? && 
over>istt#« upon. eos^^tloa of' t-aajpow^j duty iti tM l* # 3 , 

h/ •"■il-.’ ,fe-.vl. .:* w * 'W Wvtiii Wi.XX £iC»('. Lx.* S^ l ;ii^VjiiLi , '2Vr vO .SCJf ;; ’si&ui. £-.f.l.'y 

pmvbswXy pttiti to hiss. io aecowlBaw^ with rwguiatiosa if 

'U>,;f origitjfti XrAsat of the .Agency should chants wklla the iMiviuu&J 
1.5? its a duty in t&a U. ,5, and it la daaiOed felwat 

’co aasl^ssadt to a dapaartoafttal jpoaltioe; or, ha wilj. r«aigo 
urAter circuttatarjjrsa by Ux* Aaala-fcoat Diistetor teorseno*!) 

or hl» to b© ia t.te beat inb»»»»ta of t?.i» ' Agsney, If 

n&i os i<&®sjis ocawra tfea l&^.vi<i»sal, aH4L bo riotificid at®ly 

thft Ofil<a» coAoarised vi.H usksad iisa 4s34ivi<lusei , » travol os^ay 
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U> stop par Atom m of t'mi data, 

(^) Aa Individual who for person*!. wm&chm fearer* anoQpUMs 

task QTAsivm'im aMWifiMBsrrt' » or sw> irsdi visual who for pwmocul 


spawns! t& «c«i?p t <s®> «>y«)fr!jafu?. utaiii^Kjaaivfc, hfcviftg 

to {Jo <«*, 'tfXlX be rmyairad to ns mi;/ oaounta skuid. to 
Mi® : "o/' ,p-s»T diujtj whD;4 i’u. & Ptepomry duty &&&%***$ on tbs n^susraptiow 
•4ms*; ha vc'Uju faw-s^-:- &« avaroeas &*'#$ ^kssos: t , * 


.Poe* Pi pv ; rsj© ft f xt 1 

^ 1 i/jjAw-. i .iips i vi»5'B i, ■Cii'o i jjjjt. » / LjX ru’i ji.c-cvPLXp op ■.»{ J si(.'t£-'’Ps of 


l>U.m\<stm ^orwialiy wlXX raeolv-iS tmvol C 3 <p*« 
>■*& rUot^ferd fey Xoa&l c .latcssj aiUl, whoaovor 
o -.hi - -* r ^ver%»*?u -&X ae {: £v.i tl •» a . t 

isuofc KCii. forth if'etaXIss of t;» ssa-mngs?^ 


eXlowaji«*i#s «ri oPhar 
'-Jf ,& ‘ V ^ l ’•■ib <n®0 roiiowcii 

dtocr*s&jrut& or for a* 

nt X:i suvib sa®*a. 
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U> 

r w 


Second 60 days - -56.00 
Thirl 6o day® - 3. CO 

Absence; of ten days ox* loss shall not, 'be considered as interrupting tbe 
continuity of temporary duty at the saute post. 

Bar diei/j payable to an employe® incident to temporary duty travel abroad 
and to him and his immediate KmillgJ : incident no travel abroad on permanent 
chan®® of station, horn leave, or travel to first post of duty, and re- 


turn. therefrom, shall be in accordance' with applicable provisions of the 
Foreign Service Regulations. 

(l) It is tte policy of this Agency that where payment of travel expenses 
of dependents of employees is authorized, und such dependents travel 
with the employ®:® by the most economical usually traveled route, full 
reimbursement will made from official funds for ccommodations 


which will enable the employees and Ills dependents to be together 1 
provided acccmaaodation® furnished are the lowest first-class facil- 
ities available on the means of transportation used. 

$2) -in those cases where dependents accompany an employee on other than tbe 
most economical usually traveled route, the difference in cost of 
transportation must 'be borne by the employee. 
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STANDARD PORM NO, 04 

Approved for Release 2001/09/03 : CIA-RD' 



Office Memorandum • united states government 


to : Advisor for Management date: 16 July l?5l 

from : Office of the General Counsel 
subject: Change in Agency Regulations 


25X1 A 1* F orward ed herewith is a recommended addition to CIA Regu- 
lation No. to be inserted following Paragraph C(c)(2:), 

2. There is no legal objection to this change, which was re- 
, commended by the Task Force and approved by the Senior Review Com- 

mittee. 


25X1A 




MmENTIAL 
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CIA Regulatior 

after paragraph 0(c)(2): 


supplemented by the addition of the following 


(d) Individuals hired for overseas duty from a point outside 

the metropolitan area of Washington, D.C. may be authorized, 
in the order directing their travel, a per diem in lieu of 
subsistencenmile they are in a temporary duty status in 
Washington, D.C., or any other point in the U.S. except the 
place of appointment. Provided , there is^uocumentary evidence 
of the intent of the Agency to assign the individual to an 
overseas post, janu^ evidence of the intent of the individual 
to accept such an assignment. \The Personnel Director shall Mr 
be responsible for securing from the individual appropriate 
documentary evidence of tlnq intent of the individual to ac- 
cept an overseas assignment^ The Request for 'Travel Author- 
isation/initiated by staff or operating officials and con- 
... curred in by the Personnel Director, or his designee, j must 
^ ’contain a statement evidencing the intent of the Agency to 
assign the individual to an overseas post, ’after completion • 

6- of necessary indoctrination, training, and temporary duty 
in the U.S. 


(e) If the intents of the individual and the Agency are docu- 
mented as indicated above, the following categories of 
individuals may be authorised a per diem, in accordance 
with Agency regulations, while in a temporary duty status 
in the U.S., en route to an overseas post: 

(1) Individuals employed outside the metropolitan 
area of Washington, D.C. for assignment to a 
specifically designated overseas post. 

( 2 !) Individuals employed outside of the metropolitan 
area of Washington, D.C. and placed in a temporary 
duty status in a "Pool", provided , the individual 
has agreed without reservation to accept employment 
at any overseas post to which he is assigned, and 
provided further that tire Agency intends to assign 
the individual to some overseas post, although the 
specific post of assignment has not been selected 
at the time of appointment. 

The following categories of individuals may not be authorized 
a per diem: 

(1) Individuals residing in the metropolitan area of 
Washington, D.C. at the time of appointment, notv.ith- 


(f) 
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standing the fact that the individual is appointed 
for assignment to overseas duty. 


( 2) Individuals employed for departmental (inside U.S.) 
positions, notwithstanding the fact that the in- 
dividual may be assigned overseas at some future 
date. 

(3) Individuals employed and placed in a "Pool" if there 
are any questions of intent, reservations, or qual- 
ifying conditions on the part of either the individual 
or idle Agency, as to overseas assignment. 

(g) If the original intent of the Agency is changed while the in- 
dividual is in a temporary duty status in the U.S. and it is 
decided that the individual will be assigned to a departmental 
position, it is the responsibility of the supervising -staff -or- 
-operation- official to immediately advise the individual of / 
that intent and initiate a request for amendment to the In- 
dividual’s travel order to step per diem accruals effective 

as of that date. Under those circumstances, and in cases of 
resignations considered by the Personnel Director or his 
designee to be in the best interests of the Agency in the 
conduct of its clandestine activities, the individual vail 
not be required to refund any per diem previously paid to 
Him on accordance with Agency regulations. 

(h) Individuals who resign for personal reasons before accepting 
overseas assignments, or individuals who refuse for personal 
reasons to accept overseas assignments, after having initially 
agreed to do so, vail be required to refund any amounts paid 
to them for per diem while in a "temporary duty status on the 
assumption that they would accept an overseas assignment. 

, (i) Questions involving eligibility for per diem v/hich are not 

covered by the above or other Agency regulations vail be re- 
ferred to the Personnel Director for administrative determin- 
ation and/or to the General Counsel for legal decision. 
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21 July 1952 


2. ALLOWANCES 


13. Special Authorities 

(1) ilo change 

( 2 ) No change 

(3) Cost of storing the household goods and personal effects of an 
employee who is absent under orders from his usual post of duty, 
or who is assigned to a post to which, because of emergency condi- 
tions, /It is determined that he cannot take such household goods 
and personal effects. Emergency conditions, including prohibitions 
of shipments in the best interests of the Agency, shall be based 
upon conditions at the post and not personal consideration. 'When 
it is determined by the appropriate Office head that an emergency 
condition exists, the facts must be brought to the immediate 
attention of the Comptroller's Office (Fiscal or Finance Division 
as appropriate) for review prior t (^authorizing such emergency 
storage. In cases where it appears,, the determination of emergency 
is inconsistent with Agency policy, the Comptroller shall refer 
the matter to thp Deputy Director (Administration) for resolution. 7 
Household goods and personal effects stored may not exceed the 
authorized weight allowance. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1A 


^ 25X1 A 

Effective: 21 July 1992 
Acting Deputy Director Rescind : Page 3 

(Administration) 8 December 1951 


- 3 - 

RESTRICTED 
Security Information 
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Security Information 

AGENCY REGUL ATT ON 


2. ALLOWANCES 

B. Special Authorities 

(3) Oort of storing the household goods and personal effects of an employee 
who is absent under orders from his usual post of duty, or who is 
assigned to a post to which, because of emergency conditions, J^hlch /viny 
include cases where it is detenuiped that for the convenience of ' the 
Agencyjhe shall not be permitted to take his household goods and 
personal effects ./’Emergency conditions shall be based' upon conditions 
at the post and not .-upon personal convenience,®' 'the employee/ When 
it is determined, because of emergency conditions, that household goods 

“ d PerS ° n “ T:Z .SI’ 66 Ehl ® ed ' be brought to 

the immediate attentio/of the (fiscal Division^i n ancejP®S&'’ House- 
_ 


4 

• j 
i 




\re i ght allowanc e . 


I do (not) concur in the proposed revision of B (3) of CIA Regulation Ho. 
Allowances. 






RESTRICTED 

Security Information 
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* because of emergency conditions, /±t is determined 

that he cannot take such household goods and personal effecti7. 
^/Emergency conditions, including prohibitions of shipments in 
the best interests of the Agency, shall be based upon conditions 
at the post and not personal consideration/. 
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Socuril', Information AR-D-164I)- 




rfV/p 


7 July 1952 

MEMORANDUM FOR: Chief, Organization and Methods Service 
THROUGH : Chief, General Services 

SUBJECT : Storage of Household Effects • 


1. A review of an employee's claim for reimbursement for loss 
resulting from sale of household effects showed that present Agency 
regulations regarding storage at Government expense are unsatisfactory. 

2. Comments from Chief, Finance Division, and Office of the 
General Counsel regarding the particular case under review gave 
contradictory interpretations of the present regulations. If 
such interpretations are possible, the regulations obviously are 
unclear . 


3. It is requested, therefore, that your office in consultation 
with the Office of the General Counsel, the appropriate divisions 
of Administrative Service, and the Comptroller's Office (Finance 
Division) prepare revisions of the regulations to provide clear-cut, 
unambiguous policies and procedures for handling this problem. 



L. K. WHITE 

Acting Deputy Director 
( Admini s trat ion ) 


cc : Comptroller 

General Counsel 


RESTRICTED 

Informnlion 
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6 December 1951 


MEMORANDUM TO: Deputy Director (Administration) 


SUBJECT: 


Change in Regulation No. 



Allowances 


1. The only change in the attached revision is the deletion 

of paragraph C, Local Pers onnel. This paragraph is being included 
in CIA Regulation No. and was therefore not submitted for 

general concurrence. 

2. Recommend approval. 
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Office ISA-CTYIOT andum ^ states government 


TO 

THRU 

FROM 


Advisor For Manageij 
Comptroller 

Chief, Fiscal Division 


SUBJECT: 


Revision of CIA Regulation 
Time, Leave and Pay. 



DATE: 7 March 1952 


25X1A 



1. Subsection E (3) of the subject Regulation should 
be amended to delete. item (c) "Reduction in force". Item 
(d) should be re-lettered (c). This amendment is pursuant 
to Paragraph 30 - 206 of the Federal Personnel Manual, and 
appeared in the 22 February 1952 edition of the Federal 
Register. 



RESTRICTEO 

SECURITY INFOWniJ# 
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Office Memorandum • united states government 

TO ; Advisor for Management date: 17 September 19^1 

from : Office of General Counsel 
SUBJECT: Annual Leave Notice 


1. Reference is made to the attached memoranda concerning 
the annual leave provision of Public Law 137, 82d Congress (Sec. 
601 ). 

2. There is no legal objection to issuance of the proposed 
Notice in its present form. However, informal conversations with 
0A0 attorneys indicate there is a strong possibility that the 
leave rider rail be repealed in a short time. GAO is withholding 
its issuances in the expectation of repeal. 

3. Mr. Pforzheimer, CIA Legislative Counsel, concurs in the 
view that issuance of this Notice should be postponed for one 
week. We shall contact your office early in the week of 2k Sep- 
tember, at which time more definite information should be avail- 
able. 


0GC/jJB:mw 

Enclosure : 

cc memo to Adv for 
Manage, from Comp., 
dtd 13 Sep $1, w/pro- 
posed notice on subject 



Distribution: 

Orig - Addressee 
2 - 0GC 


25X1A 


SEP 19 1951 


/ 
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AdVXQQr Xo37 i : w.lXlcV CX.IOl it 1 ^ SoptojAbor X^?j,l 

Comb roller 

Attached notice Re: Annual leave 


. ^ x8 x^quGotod that the attached notice bo reproduced and 

dxatributod in order to infom all Agency sapioyuoo of the effects 
oi the statutory changes respecting the accrual end acconulation 
of annual leave an provided by Section 601 of Public Lavr 137, 

62nd Congress, approved 31 August 1931. 

2* Wo have infonaally* discussed this aroleaoe with a member 
of the office of the General Counsel and believe that the attached ' 
notice is correct. However, in view of the technical legal ques- 
tions which have arisen concerning the retroactive provisions of 
bhio Act, and the third provision of Section 601, it is suggested 
that tho final draft of the attached notice bo submitted to the 
General Counsel for concurrence before release. 


E. R* Saunders 


ERS/rmc 

.~y 

ccs General Counsel 
Finance Division. 
Signer* s copy 


SEP 14 195! 
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CENTRAL IHTELLIOEMCE AG El JCY 

Washington, D« 0. 


NOTICE 

W0# September 1951 

SUBJECT : Annual Leave 

NESCISSIOMi Notice No. dated lb May 1961 


1, faction G01 of Public Law 137# 02nd Conyroos# approved on 
31 AU; uot 1661, lo quoted below s 

" No part of the funds of, or available fox* oxpondituro 
by any 'corporation ' or’ uponoy^lnoTuilocf in unis" or" any btler 
m: t r Incrud'lb;; go ^o\f 0 mnea ! !iP STliRo iVleTir ioF* “6T (To lunpia# 
a'lialT p 0 n ' aviaTlablo T 'HTo "'pay ' x'or ‘olinuaY'Tbavo''' ac cumuTatCH iffy " 

*1061' anti unusocT at tho close’ oTTauoTriosT bn 'Juno' oti, 'iSl-.'iTj 
Pro vidbVl,' *r' i idV Di’uor ^u^y I, I9&1 no civilian WiTeer 1 or 
employee shall bo entitled to oam ann ual loave at a rate 
in 0X0083 of twenty .’aye p>r years Provided further. That 
tho head of any suoh corporation or agency shall afford 
an opportunity for offioors or employees to use tho annual 
leave accumulated under this aootiou prior to June SO, 1952* 
Provided furthor# That this section shall not apply to 
officers and employees whoso post of duty is outside tho 
continental United States a And provided further# That 
this section shall not apply with respect to tho payment 
of compensation for accumulated annual leave in tho case 
of officers or employees who leave thoir civilian posi- 
tions for tho purpose of entering upon active military 
or naval sorvico in tho Armed Forces of tho United States#” 
(Underscoring supplied) 

2# Each employee whose post of duty is vdthin the continental 
United States at tho close of business on S'..' 1 Juno 1962 must uco all 
annual leave accumulated during the calendar yoar 1961, prior to tho 
close of business on 30 Juno 1952# If such loavo is not taken# it 
must bo forfeited# ' 

8# Each employee affected by tho above will bo provided on op- 
portunity by his oupoi-visor to toko tho fill amount of loavo accrued 
during tho calendar year 1951 prior to 1 July 1952# Loavo will bo 
scheduled in such a manner as to p ermit tho continued, efficient 
conduct of business by each office and staff section of tho Agency# 


4. Tho above underscored portion of Scotian G01 does not apply 
to any employee whoso post of duty is outside the continental United 
States at tho close of business on 30 June 1962# Such employees will not 
bo required to forfeit unused leave* A question exists with respect 
to the amount of annual leave which may be earned by an employee whose 
post of duty is outside tho continental United States# However, until 
this question is resolved by the Comptroller General of tho United States 
such employees shall also bo limited to the twenty days p\r year maximum# 


- 1 - 
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25X1A 


/ 


•• i -v - » t ri. -iiv-.v 


S. An employee who loaves his oivilian position boforo 1 July 
1962, for the purpose of entering upon active duty in the Armed 
Porooe is ontitled to receive a lump-sum payment for Me accumulated 
and current accruod annual leave, or to Jmve euch leave remain to hie 
orodit, whichever ho may oloot, 

Qm Those restrictions do not affeot loavo accrued prior to 
1 January 1960 which may continue -bo bo oarriod over, provided that 
the mximum total under existing law la not exceeded. 

7. Attention is also invited to paragraph c(6), CIA Regulation 
No, which states Agaric y polioy relative to annual leave. 

FOR X® DIRECTOR OF CENTRAL INTELLIGENCE s 


- 2 - 
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SfT'P c* 


General Counsel 

Security Officer, CIA 

U.S. Income Tax Forms of CIA Employees 







10 July l?5l 25X1 A 


REFERENCE: Memorandum from Office of General Counsel to Chief, I&SS, dated 
April 1951 


25X1A 


1* Inquiries were made within the Baltimore, Maryland, office 
of the Collector of Internal Revenue by personnel of the I&SO, the 
Office of the General Counsel and the Finance Division, concerning 
the problem raised by the Reference. 

2« As a result of the inquiries, it is the opinion of the 
above personnel, and this office concurs, that Agency security and 
operational needs will be satisfactorily met by having the Agency 
continue to indicate source of income on Internal Revenue Forms 
W-2A (statement of income and withholding tax) as U.S. Government. 
However, it is recommended that the address Washington 25, D. C*, 
be added to all forms to comply with Internal Revenue regulations. 

3. CIA Regulation No. gives instructions to Agency 
employees as to designation of employer on U.S. Individual Income 
Tax Forms No. 10i|0 and lOliOA. 


cc: Finance Division 7 


SHEFFIELD EDWARDS 
Colonel, GSC 


25X1 A 
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10 August 1951 


MEMORANDUM FOR: Assistant Directors 
SUBJECT r Military Leave 


1# CIA Regulation No. outlines the procedures for 
granting military leave. The Assistant Deputy Director for Admin- 
istration (General) desires that all requests for military leave 
have as a second endorsement a statement by the employee* s supervisor 
or Division Chief that: 

(1) the Division or Office does not require a 
substitute during the leave period 

(2) the Division or Office will not object to 

a subsequent request from the armed services 
for recall to extended active duty of the 
subject employee 

2. All requests for military leave should be addressed to 
the appropriate Personnel Office (Overt or Covert). 


GEORGE E. MELOON 
Acting Personnel Director 


DRAFT 
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25X1 A 


25X1A 


25X1A 
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CONFIBEHMl 

e-ga sp 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 
NO. ■ 


SUBJECT: Requests for Military Leave 


1. CIA Regulation No. Hi outlines the procedure for 
granting military leave with pay for a 15 -day period per annum 
and the Agency’s policy with regard to active mili tary duty beyond 
the 15 -day period is stated in CIA Regulation No. 

2. Office heads are hereby requested to ensure that requests 
for military leave contain statements to the effect that: 

a. The Office does not require a substitute during 
the 15-day leave period. 

b. The Office will not object to a subsequent request 
from the Armed Services for recall to extended active duty 
of the subject employee. 

3- All requests for military leave should be submitted 
through the appropriate Office channel to the Personnel Director. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


WALTER REID WOLF 
Deputy Director 
(Administration ) 


DISTRIBUTION: No. 3 
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iv MILITARY LEAVE POLICY' 


ljj'-day Military Leave Policy (Regulation 

"CO f'lilitary leave for training purposes only, not to exceed 1 5 calendar 
days in any one calendar year, will be granted with pay without charge to annual 
leave to members of the Reserve Components of the United States " 


Extended Active Duty Military Leave Policy (Regulation 25X1 A 

"Individual employees .. .will not be released. . .for the puroose of volunteering" 

(A-(2) 

"(Those) ...who can be adeqately replaced by a properly trained competent in- 
dividual will be released. . .upon request of proper authority." (A— ( 3 ) 

"The only basis for .. .deferrment. . .will be that the particular services. . .are 
or will be essential to the sucessful accomplishment of the CIA mission." (A-(it) 

"(Civilian employees with reserve status) may be requested for indefinite de- 
ferrment. . .if essential... and difficult or impossible to replace." (C— (JU) (b) (1) 

" (Civilian employees with reserve status) may be recommended for deferrment...' 
for a definite period sufficient to obtain and train a replacement if a re- 
placement can be obtained." (C- (li) (b)(2)) 

"(•Civilian employees with reserve status) may not be recommended for deferment 
...if services can be spared without necessity for replacement prior to 
departure." (C-(1|) (b) (3) ) 




SEP 25 m 
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Office Memorandum • united states government 


to s Acting Deputy Director (Administration) DATE: 12 Jure 19^1 

from : Advisor for Management 
SUBJECT: Work Week. 


1. In accordance with your instructions, all of the Assistant 
Directors and Office Chiefs have been contacted and asked to express 
their views as to what they consider the most desirable work week 
for CIA. These conferences resulted in five plans being offered, as 
indicated on the chart (Tab A). 

2. a,. Plan No. 1 indicates no change desired. 

b. Plans Nos. 2 and 3 are exactly the same, except the Plan 
No. 3 indicates the Agency will be open I 4 .!; ! ours. 

c. Plan No. b is a straight l|li— hour work week, all employees 
working Monday through noon Saturday. 

d. Plan No. 5 is a 9-hour day, 5-day week. 

3. In summary, I would say that the consensus is as follows: 

a. That the Agency should work more than 1|0 hours a week, 
and that the Agency should be officially open Monday through 
noon Saturday, with each office head permitted to utilize the 
number of people necessary to the accomplishment of his mission, 
but consistent with the workoad on hand as he determines it each 
week. 

1|. Also, Tab B, lists some of the complications each plan would 
cause - omitting the good points. Tab C summarizes the opinions of the 
Assistant Directors, except OIC. 
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No. 1. 

No change 

No. 2 

Reg. U0-hr.Wk. 
Office Heads 
Work Pers. 
Needed. Would 
be Agency 
liO-hr. Ik. 

OBNFIBEHIini 

No. 3 

UU-hr. Wk. Of- 
fice Heads re- 
quire O.T. only 
as Needed. Same 
as No. 2, ex- No. U 
cept Agency on lUt-flr. sVk. Mon. 
llU Hrs. thru Noon Sat. 

No. 5 

5-day ?/k. 

9 Hrs. Day 
U5-hr. VJk. 

oso 



X 


0PG 




X 

OO 


X 



ONE 


X 



ORR 

X 




0CI 

X 




OGD 

X 




OSI 



X 


(OIG) 

- 

- 


_ 

Pers. 



X 


KcS 



X 


Gen. Coun. 



X 


Trng. 



X 


Mgmt. 



X 


Proc. 



X 


Adm.Serv. 



X 


Audit 

- 

- 

_ _ 

_ 

Medical 



X 


Comptroller 


X 
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'ARi'IffEs? Ill 


TAB B 


SOME DISADVANTAGES TO PLANS OFFERED 
(No advantages shown) 


Plan No, 1 

This plan is actually in existence by Regulation. A check by 
this office indicates that it is not being followed. In either event, 
however, it is an inefficient plan inasmuch as the operating steps 
are divided presumably evenly on alternate weekends, which means that 
continuity of work is greatly retarded. 

Plan No. 2 



No known objections, except that it conflicts with the General's 
stated policy that the Agency should be open for business for more 
than h0 hours a week. 

Plan No. 3 

_ This is substantially the same as Plan No. 2, except that it does 
provide that each office will be open for business through noon Satur- 
day. This means, of course, that CIA is officially open for business 
through noon Saturday. 

Plan No. k 

Provides a straight It-U-hour week. Some employees will undoubtedly 
leave the A gency to secure employment where the UO-hour week is in ef- 
fect. While some employees like to earn overtime pay, they would have 
no latitude as to when they earn overtime pay, even though such a system 
is voluntary. 

An employee must actually make a greater effort to get to work 
each Saturday morning, such as rising earlier due to transportation 
difficulties. The Washington transportation system does not operate 
express buses on Saturdays. For example, a person living in northwest 
Washington in the vicinity of Walter Reed Hospital can reach CIA in 
approximately J 4 O minutes during the week, but on Saturdays the same 
person will travel approximately 60 minutes to reach CIA. The same 
is in reverse for getting home. 

Plan No. 5 

While this plan provides a 2-day weekend each week, this system 
would also meet with transportation difficulties, if the hours are 
8:30 to 6:00. It would probably be less difficult if the hours were 
8:00 to 5:30^ very little difference if 700 to 5**00. (OPC insisted 
on hours of 8:30 to 6:00} These hours would.be difficult, particularly 



Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 3001 0-9 







Approved For Release 2001/09/03 : CIA-g)DP81 -007|p^1 101 3fl^|0-9 


with married couples, both of whom work, and who must shop for food. 
Many such couples also have children, for whom it might be difficult 
to get care beyond 5:30.. People riding in car pools of other agencies 
would probably lose that benefit. 


OOiBlfei 1 Ini- 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 3001 0-9 


BTANDAHO FORM NO. 04 


Approved For Release 2001/09/^3 : CIA-RDP81-00728R0001 001 3001 0-9 

Office Memorandum ''‘united 


STATES GOVERNMENT 


TO • Deputy Director (Administration) 
from .'Advisor for Management 
SUBJECT: Work Week. 


DATE: 5 June 1951 


1 . Existing Agency Regulations .state that Agency hours of work 
"Off-ino f r ° j 08 ?° hours unti l 1700 hours, Monday through Saturday, 
ffice heads will arrange Saturday schedules so that individual em- 

pe?iod!» m11 nonnally be required to work only 88 hours per pay 


a ? accordance with your instructions, I have contacted al] 
the Assistant Directors who made substantially the comments indicated 
A f y ° U Wil1 not,e > comments were referred to the Assist- 

! rP^?+h Ct ° rS f b ? eir re P re sentatives for initials and any amend- 
ments they wished to make, (in each case the Assistant Director was 

ask?n! S r J wh f e appropriate, to justify his comments if he were 
in T/0.)° r a Sh ° rter Work week and at the time for an increase 


0S0: 


w a f , f, 01 ^ as "the present emergency exists, the work 1 1/7/ 

be hk h pp rs and al 1 employees should work together faW 
during that time. Does not favor present procedure wherein the ^ 
work week requires half of the staff be present each Saturday 

revert to f M f the e , mer S enc y is lessened, the Agency should 
revert to a RO— hour work week. 

Assistiif W D^P+ a "°f k W8ek * is on a ^ii-hour basis. STATSPEC 

Assistant Director feels that the Saturday work is probably in- 
creasing our difficulty in securing certain types of personnel 

kO° h onr ^ ^ ob ! >vith other agencies which work only a 
m/ n h ? ek \ (This office has not asked for a substantial 
i/u increase.) 


V-VLC55 /AC 
VV HO UK WSEK. 

OO Tjsceftp 3 Herts 

THAT $ AT UfiPKYS 

TH/Z ui'tatr A 
yi'A * re or n 
A /up /LxtA'fZy 



, , Assistant Director stated: ##* five days are enough 

?“. for number of hours all personnel should be on hSd 
ther agrjn01 “ s are dosed and it is their experi- 

Senoies Pel Jrt *° “S 8 eTen phone calls ®°st otter 

JPP? ? s * Eelt that it was entirely possible that this Agency 

might have to go on a six or even a seven-day work week, but 

that our people should have as much rest as possible prior to 

Sh g thp y ifn lt T ia N 10n fr , Sbated further that all of the above is 
mar, th knowled S e that he works Saturdays or Sundays with as 
many people as needed whenever the situation demands, such as 
flash e stimates, etc., and presumed that this would be the case 
in any work week. (T/o increase not applicable.) 




a 


•0CD: Wishes to continue on present basis. Does not 
straight five-and-a-half-day week. With hot weather 


coming, 
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fill 


25X1A 



25X1A 

25X1A 


wishes to use his lattitude of letting off all personnel possible 
on Saturday. 

0SI: Mr. acting for Dr. Chadwell: believes we 

should work all at one time. While other agencies are not work- 
ing Saturdays and with warm weather coming, believes Iili-hour work 
week should be maximum, not U8 hours. Believes the Agency should 
be in a closed status except for coverage as of noon Saturday. 

0SI can use full T/0 on Uif hours a week. 


0CI: Likes present system, particularly in view of the fact 
that they are publishing certain documents on Saturday afternoons, 
and feels they would require a system now in effect to continue 
such publications. 

0RR: Assistant Director likes present system. Feels that 
the extra hours on Saturday are ideal to provide some peaceful 
working hours for key employees to do thinking and to catch up 
on items which backlogged during the normal work week. Does not 
like a straight UU-hour work week. 


0IC: Not contacted. 


25X1A 


25X1 A 


0PC: Mr. Hulick quoted as saying they desire a 

five-day week, 9 hours a day, 6:30 until 6:00,* not a five-and-a- 
half-day work week, and not a split Saturday program now in effect 
BeLieves that their employees would prefer this system. Mr. 

■■is worried that his key people are over-working and not get 
ting sufficient time off to assure maximum return for work ex- ^ 
pended. This system would provide for a two -day weekend. Cited 
that they are unable to get State or Defense to conduct business 
on Saturdays. W BQB- At did IfcUI. 


*et- 







25X1A 
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31 May 19^1 


MEMORANDUM FOR: ADVISOR FOR MANAGEMENT 
SUBJECT: The 14i-hour Workweek. 


This will confirm our conversation with the AD/SO on 29 May 
it* r0 6srding the length of the worlcweek in CIA. The AD/SO stated 
that, as long as the present emergency exists, he believes that the 
workweek should be UU hours and that all employees should work 
together during that time — in other words, he does not favor the 
present procedure wherein the workweek is hours but half of the 
staff are absent on each Saturday. He further stated that, as soon 
as the emergency is lessened and the workload commences to let up 
the Agency should revert to a UO-hour week. 


FOR THE' ASSISTANT DIRECTOR FOR SPECIAL OPERATIONS: 


25X1 A 


Special Assistant 
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Office Memorandum . united states government 


TO : 

Advisor for Managementj__ 

date: 20 September 1951 

THRU : 

Comptroller 

FROM : 

Chief, Fiscal Di^Lsior^^^^ 

25X1A 

SUBJECT: 

Annual Leave 



1. Effectj^e 1 July 1951* the designated sections of CIA 
Regulation No. should be changed to read substantially as 

follows: 25X1 A 


"C . Annual Leave 

(l) Permanent employees are entitled to 20 work days of 
leave with pay for each calendar year of Government service which 
shall accrue at the rate of 6 hours per bi-weekly pay period with 
an additional 4 hours for the last full bi-weekly pay period in the 
calendar year. (For the calendar year 1951, the additional accrual 
for the last bi-weekly pay period shall be 2 hours.) The minimum 
credit of annual leave is 1 hour and additional credits are in mul- 
tiples thereof. Permanent employees who enter on or separate from 
duty on other than the first or last work day of the bi-weekly pay 
period accrue leave in accordance with the following schedule: 

BASIC WORK DAYS HOURS CREDIT 


1 

2 

3 

k 

5 


1 
1 

2 
2 
3 


(2) Part-time employees, for whom there has been established 
a regular tour of duty covering not less than 5 days in any admin- 
istrative work week, will accrue 1 hour annual leave for every 
13 hours in pay status and 1 hour of sick leave for every 17 hours 
of duty. 


(3) Temporary employees earn 12/3 days annual leave for each 
full continuous month of service; however, no annual leave accrues 
for a fractional service month. The minimum charge for annual leave 
is 1 hour and additional leave will be charged in multiples of 1 hour." 



BESTllICTED SEP 27 m 
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Office Memorandum • united states government 


TO 5 Advisor for Management DATE: 13 September 1951 

from s Comptroller 

SUBJECT: Attached Notice Re; Annual Leave 


. . . : requested that the attached Notice be reproduced and 

*?**«»*■ in order -bo inf °rm all Agenoy employees of the effeots 
of the statutory changes respecting the accrual and accumulation of 
annual leave as provided by Section 601 of Public Law 137, '82nd 
Congress, approved 31 August 1951, 


, , We informall y discussed this release with a member of 

the office of the General Counsel and believe that the attached 
n °. ' 18 cor rect. However, in view of the technical legal questions 

1Vh ^xt. ha r^. a: ^ :LS011 conc0rn ing the retroactive provisions of this Act, 
“ d 1 t Ji rd of Section 601, it is suggested that the final 

draft of the attached Notice be submitted to the General Counsel for 
concurrence before release. 



SEP 14 195'. 

/ i 

/ ■ 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 

NO, September 1951 


SUBJECT : Annual Leave 

RESCISSION: Notice No, dated 15 May 1951 


25X1A 


1. Section 601 of Publio Law 137, 82nd Congress, approved on 
31 August 1951, is quoted below: 

"No part of the funds of, or available for expenditure 
by any corporation or age n cy included In this or any 'otKer 
Act, including 'th~e' 'government o‘f the District oT~ ColumbiaT* 
ilia 11 be available to pay for annual leave' accumulated 'by 
any civi Ti an officer' or employee during the calendar yea r 
T9 51 and unused ’aT "the close of business on June 30, UTSS’ : 
provided, ihatT 'after July Y7TSST no civilian officer or 
employee shall be entitled to earn annual leave at a rate 
in excess of twenty days per year: Provided further. That 
the head of any such corporation or agency shall afford 
an opportunity for officers or employees to use the annual 
leave accumulated under this section prior to June 30, 1952: 

Provided further. That this section shall not apply to 
officers and employees whose post of duty is outside the 
continental United States: And provided further. That 
this section shall not apply with respect to the payment 
of compensation for accumulated annual leave in the case 
of officers or employees who leave their civilian posi- 
tions for the purpose of entering upon active military 
or naval service in the Armed Forces of the United States," 
(Underscoring supplied) 

2. Each employee whose post of duty is within the continental 
United States at the close of business on 30 June 1952 must use all 
annual leave accumulated during the calendar year 1951, prior to the 
close of business on 30 June 1952, If such leave is not taken, it 
must be forfeited, 

3, Each employee affected by the above will be provided an op- 
portunity by his supervisor to take the fill amount of leave accrued 
during the calendar year 1951 prior to 1 July 1952, Leave will be 
scheduled in such a manner as to p emit the continued, efficient 
conduct of business by each office and staff section of the Agency, 

4, The abov^znders cored portion of Seotion 601 does not apply 
to any employee whose post of duty is outside the continental United 
States at the close of business on 30 June 1952, Such employees will not 
be required to forfeit unused leave. A question exists with respect 

to the amount of annual leave which may be earned by an employee whose 
post of duty is outside the continental United States, However, until 
this question is resolved by the Comptroller General of the United States 
such employees shall also be limited to the twenty days per year maximum. 


- 1 - 
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5. An employee who leaves his civilian position before 1 July 
1952, for the purpose of entering upon aotive duty in the Armed 
Foroes is entitled to reoeive a lump-sum payment for his accumulated 
and current aocrued annual leave, or to have suoh leave remain to his 
credit, whichever he may elect. 


6. These restrictions do not affect leave accrued prior to 
1 January 1950 which may continue to be carried over, provided that 
the maximum total under existing law is not exceeded. 


No 




.ttention is also invited to paragraph C( 5) , CIA Regulation 
whioh states Agenoy policy relative to annual leave. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:: 



/ 
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Office Memorandum • united states government 


TO : Memorandum for A-DD/A (General) DATE: 11 September 1951 

FROM : Legislative Counsel 

SUBJECT: 

1. Section 601 of the "Independent Offices Appropriation Act, 1952" 
(Public Law 137 - 82nd Congress) reads as follows: 


"Section 601. No part of the funds of, or available for 
expenditure by any corporation or agency included in this or 
any other Act, including the government o.f the District of 
Columbia, shall be available to pay for annual leave accumu- 
lated by any civilian officer or employee during the calendar 
year 1951, and unused at the close of business on June 30, 
1952: Provided, That after July 1, 1951, no civilian officer 
or employee shall be entitled to earn annual leave at a rate 
in excess of twenty days per year: Provided further, That 
the head of any such corporation or agency shall afford an 
opportunity for officers or employees to use the annual leave 
accumulated under this section prior to June 30, 1952: 
Provided further, That this section shall not apply to officers 
and employees whose post of duty is outside the continental 
United States: And provided further, That this section shall 
not apply with respect to the payment of compensation for 
accumulated annual leave in the case of officers or employees 
who leave their civilian positions for the purpose of entering 
upon active military or naval service in the Armed Forces of 
the United States. " 


2. It is noted that this section provides that annual leave accumulated 
during the calendar year 1951 must be used by the close of business June 
30, 1952 or it shall be forfeited. 


3. It should also be noted that annual leave subsequent to 1 July 
1951 shall not be earned in excess of 20 days per year. In view of the 
fact that two months of the fiscal year elapsed prior to the passage of 
this Act, the legality of the section may be challenged. However, for 
purposes of CIA Regulations, annual leave based on 20 days should be 
considered to be the law. 




/ 
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4. It should be noted that the above provisions shall not apply to 
employees whose post of duty is outside the continental Un ited Sta tes 
at the close of business on 30 June 1952. {See CIA Notice 

5. Any CIA Regulation issued in compliance -with this section 
should note that the law provides that the head of an agency shall 
afford an opportunity for employees to use the annual leave accumulated 
during calendar year 1951 prior to June 30, 1952. 

6. Copies of this Act have been furnished the Comptroller who is 
drawing up the basic regulation. 


25X1A 


25X1 A 



WLP/blc 

Distr: Orig. & 2 cc to addressee 
Stayback - 2 
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FEDERAL REGISTER 
7 September 1951 


TITLE 5— ADMINISTRATIVE 
PERSONNEL 

Chapfer I— -Civil Service Commission 

Pam 30— Annual and Sick Leave 
Regulations 


MISCELLANEOUS AMENDMENTS 


1 . Paragraphs (a), (b) and (d) of 
§ 30.201 are amended to read as follows: 

§ 30,201 Accrual of annual leave. Be- 
ginning July 1, 1951, annual leave shall 
accrue and be credited to employees as 
follows: 

(a) Full-time employees. (1) Perma- 
nent full-time employees shall earn an- 
nual leave of twenty days a calendar 
year, which shall accrue at the rate of 
three-fourths of one day per bi-weekly 
pay period, w.' i an additional one-half 
day for the last full bi-weekly pay period 
in the calendar year: Provided, That for 
the calendar 5'ear 1951 the additional 
accrual for the last bi-weekly pay period 
shall be one-fourth day. The total credit 
of twenty days may be given at the be- 
ginning of the calendar year, or the 
appropriate accrual may be credited each 
pay period until the total of not more 
than twenty days in the calendar year is 
reached. 

In computing annual leave accruals 
for less than a complete bi-weekly pay 
period, the table given below will govern 
in determining leave accruals for basic 
eight-hour work days in five-day work 
weeks. .Fractions of work days shall be 
disregarded. 


Basic work days: 

1 

2 

3 

4 

5 


Hours 

credit 

- 1 
— 1 
— 2 
— 2 
- 3 


(2) Temporary full-time employees 
shall earn and be credited with annual 
leave of one and two-third days for 
each full continuous month of service. 

(b) Part-time employees. (1) Perma- 
nent part-time employees for whom 
there has been established a regular tour 
of duty covering not less than five days 


in any administrative work week shall 
earn and be credited with one hour of 
annual leave for each thirteen hours in 
a pay status, any hours in excess of forty 
in any administrative work week to be 
disregarded. 

(2) Temporary part-time employees 
for whom there has been established a 
regular tour of duty covering not less 
than five days in any administrative 
work week shall earn and be credited 
with one hour of annual leave for each 
thirteen hours in a pay status during 
each full continuous month of service. 
Any hours in excess of forty in any ad- 
ministrative work week shall be disre- 
garded. 

* * * * . * 

(d) The minimum accrual and credit 
for annual leave shall be one hour, and 
additional accruals and credits shall be 
in multiples thereof, except as a frac- 
tional hour's accrual is required at the 
end of the month of service for a full- 
time temporary employee. 

* » * * * 

2. Section 30.403 is amended to read 
as follows: 

§ 30.403 Nonpay status. Effective 
July 1 , 1951, whenever a permanent full- 
time employee’s absence in a nonpay 
status within a calendar year totals. the 
equivalent of the base-pay hours in one- 
biweekly pay period, the credits for an- 
nual leave shall be reduced three-fourths 
of one day and for sick leave five-eighths 
of one day for each such period. The 
total deductions in sick leave credits on 
account of nonpay status in any one 
calendar year shall not exceed fifteen 
days : Provided, That any employee who 
is in nonpay status for a full calendar 
year shall receive no annual or sick leave 
accrual for such calendar year. 

(Sec. 7, 49 Stnt. 1162; 3 U. S. C. 30e, E O 
9414, Jan. 13, 1944, 9 F. R. 623; 3 CFR. lW 
Supp.) 

United States Civil Serv- 
ice Commission, 

[seal] Robert Ramspeck, 

Chairman. 

IP. R. Doc. 51-10766; Piled, Sept 6, 1961 * 
8:61 a. m.] 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 3001 0-9 




STANDARD FOR. 


'Apfpftoved For Release 2001/09/03 : 


100130010-9 


r\ rr 11 s 7 security iNFroNBuniiP"-' 

yJjjicc Jy/iemoranaum • united states government 


date: 23 January 19^2 


T0 : 0 & M Service 
from ; Office of General Counsel 

SUBJECT: Proposed Revision of CIA Regulation (Time, Leave, and Pay) 25X1A 



1* This office has no legal objection to the proposed re— 
vision of the above regulation. 

2. However, we have certain misgivings about putting into 
our regulations such detailed and primarily procedural information ■ 
which in a large part is a paraphrase of the Civil Service Commis- 
sion s Fedexal hrrployees' Manual. Wg would prefer to see the pro- 
cedural information incorporated by reference and thus obviate the 
necessity of revising the section with an ever-increasing frequency, 
whenever a minor change is made in the Federal Personnel Manual. 



OGC/MLE/McD 

Enclosure: 

— — - one copy of 

^ \ " 

v - Dis tr ibution j 

Orig & 1 - Add 
2 - 0GC 


25X1A 


25X1 A 


PFCTBFPTra 

fe iyC# il u,iJ 

SECURITY INFORMATION 
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Security Information 


^jflTRAL MMEg AGENCY REGULATION 


KUMHERl 


25X1A 


Y. Unpaid Compensation of Deceased Employees 

(1) Direct settlement of unpaid compensation will be made by the Agency with the 
surviving spouse, or with the beneficiary (or beneficiaries) designated by 
the employee on Standard form Do. 1152, "Designation of Beneficiary, Unpaid 
Compensation of Deceased Civilian Employee 1 '. Forms Wo. 1152 should be filed 
with the Fiscal Division, Finance Office, and will be effective so long as the 
individual Is continuously employed by the Agency. 

(2) Where no spouse survives the employee, or where he has failed to execute 
Form ho. 1152, direct settlement will be made by the General accounting 
Office in the precedence established by Public Law 636 , 01st Congress. 


(h&wfSs 

I do ixgfg) concur in the proposed revision of CIA BiSgulation Ho, 


Time, Leave and 25X1 A 


Pay. 



25X1 A 


- 16 - 
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- Security Information 

CENTRAL INTELLIGENCE AGENCY REGULATION 


NUMBER 


25X1 A 




Y. Unpaid Compensation of Deceased Employees 

(1) Direct settlement of unpaid compensation will be made by the Agency -with the 
surviving spouse, or the beneficiary (or beneficiaries) designated by 
the employee on Standard Foim No. 1152, "Designation of Beneficiary, Unpaid 
Compensation of Deceased Civilian Employee". Forms No. 1152 should be filed 
with the Fiscal Division, Finance Office, and will be effective so long as the 
individual is continuously employed by the Agency. 

(2) Where no spouse survives the employee, or where he has failed to execute 
Form No. 1152, direct settlement will be made by the General accounting 
Office in the precedence established by Public Law 636 , 8 lst Congress. 


I do (iiats) concur in the proposed revision of CIA REgulation No. 

Pay. Wtfl] ok $ « p &s As ol/i-ft d • 


Time, Leave, and 25X1 A 


25X1A 



W. dU*. JC.-A 



25X1 A 


-I 6 - 
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RESTRICTED 

Security Information 
CENTRAL INTELLIGENCE AGENCY REGULATION 


3. TIME, LEAVE AND PAY 

U. Time and Attendance Reports (Standard Form No. 34-42) 

/~(6) Time and Attendance Reports submitted on behalf of experts or con- 
sultants employed under Personal Service Contracts must reflect actual 
hours worked. One of the following certifications will be signed by 
the expert or consultant on the reverse of the Time and Attendance 
Report: 

(a) For those not drawing retirement pay from another Government 
Service : 

"I certify that for the days covered by this report, 
during which I was employed, I have not received nor 
will I claim compensation from any other Government 
Agency. " 

(b) For those drawing retirement pay from the Armed Services or the 
Foreign Service of the United States: 

"I certify that for the days covered by this report during 
which I perform service as an intermittent Consultant on a 
fee basis in the CIA, I have not received nor will I claim 
compensation from any other Government Agency with the ex- 
ception of retirement pay from the (insert appropriate 
Service). 
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XTS'i RIG Tlv 


r. vfiCdtiVO 


9 February 19^2 

MEMORANDUM FOR: Deputy Director (Administration) 

SUBJECT: Time and Attendance Certification 

by Fee Basis Consultants 


1. Under Regulation consultants now certify on their vouchers 
that they receive no compensation from other Government agencies for the 
days on which they are paid consultant fees. This is appropriate in al 1 
but those few cases where an intermittent consultant on a fee basis is 
entitled to draw retirement pay from one of the Services as well as his 
consultant's fee. In those cases the certification should read as 
follows : 

"I certify that for the days covered by this report, 
during which I performed services as an intermittent 
consultant on a fee basis with the Central Intelligence 
Agency, I have not received nor will I claim compensation 
from any other Government agency with the exception of 
retirement pay from the United States Navy." (Army or 
Air Force can be substituted for Navy as appropriate.) 

2 0 This certification was suggested by the Chief of the Fiscal 
Division and has been concurred in by the GAO representative. It would 
seem appropriate to amend Regulation accordingly. 


25X1 A 



25X1A 

25X1A 


LAWRENCE R. HOUSTON 
General Counsel 

OGC/LRH:mls 
Distributions 
Orig - DD/A 

cc - Exec Ass't to Director 
cc - ONE, Attn: MrJ 
cc - 

cc - Personnel Director (Att: Mr. Meloon) 
cc - Personnel Division (Att: Mr, 


25X1A 
25X1 A 


25X1A 
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„™» mora „ m ^p ro '' 6d For Reiease 2 1?E$fRfOfi5 
Office Memorandum • united states government 

T0 : Acting Chief, Organization & Methods Service DATE: 7 February 1952 
from j Deputy Comptroller 

SUBJECT: Revised procedure for requesting overtime approval 

1. In line with our recent discussion, we have distributed 
the attached memorandum to all Administrative Officers to give 
effect to the revised procedure for requesting overtime approval. 

2. We would appreciate your taking such steps as are neces- 
sary to provide for appropriate incorporation of the attached in 

25X1 A the ■■ series of the Administrative Regulations. I believe that 

the inclusion of the attached, subject to such format changes as 
you believe necessary, will provide adequate instructions to 
operating officials . We will be glad to be of any further assis- 
tance that you may find necessary in this matter. 
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MEMORANDUM 30 January 19$2 

TO : All Administrative Officers 

FROM : Comptroller 

SUBJECT: Requests for Approval of Overtime 

1. Re ferenc e is made to Agency Regulations Sections, A, Q, R and 

25X1A V(l)(c), and concerning overtime and holiday work. The purpose of this 

circular is to issue revised instructions simplifying the present procedure for 
requesting approval for work in excess of hO hours per week. 

2. Advance approval for overtime must be secured from the Finance Office 
for all continental U. S. employees. Requests for both vouchered and unvouchered 
employees should hereafter be forwarded to the Budget Division, using separate 
forms for each. Approval is also required if compensatory time is to be granted 
in lieu of payment for overtime. Request for approval for holiday work must be 
submitted on a separate form with complete justification for such requirements. 

3. In order to reduce to a minimum the workload required of requesting 
offices, the following changes in the existing procedure have been effected: 

a. A single request may now be submitted to cover up to four pay 
periods in advance. In those instances where it is not possible to forecast 
normal overtime requirements four pay periods in advance, an estimate may be 
submitted for a lesser number of pay periods. It is necessary that the request 
clearly indicate requirements broken down by the pay period covered by the re- 
quest. 


b. Only the estimated number of employees and the estimated number 
of hours required for overtime work need be shown. Information concerning grade 
and title of employees is omitted except as a part of the justification as indi- 
cated below. 


c. The listing on a copy of Form No. 32-3 of the names of persons 
actually performing overtime and hours worked will no longer be required. Such 
information will be secured by the Payroll Branch from the "Time and Attendance 
Report , " 

It. The present Form 32-3, "Request for Approval of Overtime," will be 
revised in accordance with the simplified procedure. The old form should con- 
tinue to be used until the present supply is exhausted, but its use should be 
modified to reflect only the information required under the new procedure. 

5'. It is recognized that the information under "Estimated Hours and 
Number of Employees" is an estimate, but it is urged that each office review 
overtime requirements carefully in order to develop as accurate a forecast as 
possible. Consideration should be given to anticipated variations in workload, 
personnel leave schedules, and other factors which may cause fluctuations from 
pay period to pay period. If it appears necessary to increase an estimate 
already approved by the Finance Office, a supplemental request should be sub- 
mitted. 
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6. Under the simplified procedure, it becomes even more important that 
requests indicate, concisely but adequately, the reasons why overtime is neces- 
sary to meet the requirements of the respective offices. Justifications should 
clearly state the purpose for which overtime is to be used, in general the type 
of personnel involved, and the reason why the work cannot be completed during 
normal working hours. 

7. In addition to a copy to be retained by the Budget Division, a copy 
of Form 32-3 should be prepared for each pay period listed on the Form. This 
will permit returning to the requesting office sufficient approved copies in 
order that a copy may be forwarded to the appropriate Payroll Branch of the 
Finance or Fiscal Division with each set of time and attendance reports for the 
applicable period. 



E. R. SAUNDERS 


25X1A 
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25X1 A 


Advisor for Management 


TO 

from : General Counsel 

SUBJECT: Revision of CIA Regulation No. 


DATE: NOV 6 1951 


25X1A 


25X1A 


b* Subsection i|. of SectionK, entitled •'Military Leave" 
of the proposed CIA Regulation provides in part: "Em- 

??"°‘^ eeS directed by a local draft board or a reserve unit of 
the Armed Forces to report for physical examination will be 
granted leave with pay for the required period, not to exceed 
eight hours." 


2. Section K-h as proposed, is evidently an adaptation 
1 ° f th ® amendment of June 26, 1951, to the Federal Personnel 
j Manual. Tins provision states: "Agencies shall grant leave 
. aDsence to employees for the purpose of entering, determin- 
ing physical fitness to enter, or performing training duty in 
j the Armed Forces of the United States." (Zl-375, Section 35.2 


Note that no mention is made of what type of leave shall 
be granted. This may be attributed to the fact that this lang- 
uage. was in turn adopted almost verbatim from Public Law 5l 
Section 9(g)(3), which, referring to employees in general states: 

Any employee ... shall be granted leave of absence by his em- 
ployer for the purpose of being inducted into, entering, deter- 
mining his physical fitness to enter ... the Aimed Forces of 
the United States." 


3. Federal Personnel Manual (LI-7) provides that "mili- 
tary leave of absence with pay is granted for the purpose of 

Prospective member of the Armed Forces for active duty. " 
Military leave "with loss of pay, tame, or efficiency rating" is 
granted for specific periods, duties and based upon specific 
stabutory authority which are enumerated in detail. Nowhere is 
express authority to grant military leave to "employees directed 
y local draft boards to report for physical examination. » Mr. 
Herman c. Davis in the office of the Civil Service Commission 
which drafted the amendment referred to above, states that to 
give military leave for the leave of absence mentioned in the 
amendment would be <100$ wrong" as military leave has a specific 
meaning. We are obliged to concur in this opinion. 

military leave cannot be granted for this puroose 
the question arises as to whether or not another type of compen- 
satory leave may be granted. Speaking to several officials 


iNFCH^ATJON 

w** rr ”* *** ^ 

$?:V\ >1 ■; >■ i't v 
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vdthin the Agency it has been found that the policy in this re- 
spect in the past has not been clear. Some offices grant "ad- 
ministrative leave," others annual leave, perhaps still others 
leave without pay. Mr. Davis suggested that those who have in 
the past granted annual leave for tills purpose would be on 
safer grounds as far as the Comptroller General is concerned, if 
they continued this practice rather than granting "administrative 
leave." "Administrative leave" in the Federal Personnel Manual 
is likewise granted for specific purposes among which no mention 
is found of leave for physical examinations for the purpose of 
entering the Armed Forces. 

5>. We suggest that since the amendment to the Federal Per- 
sonnel Manual which initiated the proposed revision in our regu- 
lations, does not state what type of leave is to be granted or 
whether it is to be with or without pay, that the question mil 
eventually be referred to the Comptroller General. Unless admin- 
istrative policy determines that we would not object to being the 
one who has to plead this case to the Comptroller General, we 
should, until such time as a determination is made, grant annual 
leave or leave without pay for this purpose. We should definite- 
ly not grant "military leave" for this purpose. 

6. Section K(2) of the proposed draft provides' "members 
of the National Guard will be granted military leave with pay 
without charge to annual leave on all days of service to ■’which 
they are ordered by competent authority." This terminology is 
vague and could be construed as granting military leave with pay 
to members of the National Guard during the entire time a Nation- 
al Guard unit vras called into active service. We are not wor- 
ried about this happening since the Comptroller General in 20 
Comp. Gen. 15>0 stated, "all military leave of absence with pay 

is limited to periods of annual training as distinguished from 
active duty." We fail, however, to see the purpose in supple- 
menting K(l) with K(2) which apparently covers the same situa- 
tion with preferred terminology. 

7. We suggest, therefore, that Section K(2) be omitted 
and that Section K(l) be amended to read as follows: 

"Military leave for training purposes only ■(or — 
fknrT3arad.e'~or^mcampment--duty--with“idie”'Natd.*c>na'i 
-Gua'rd'-of— the-District of Columbier)', not to exceed 
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f if teen calendar days in any one calendar year mil 
be granted with pay without charge to annual leave to 
members of reserve 'components of the Armed Forces of 
the United States. Saturdays and Sundays will be in- 
cluded in the iifteen calendar days leave period only 
when such leave includes the preceding Friday and the 
follovdng Monday." 



LAWRENCE R. HOUSTON 


OGC/LRH/McD 

Distribution: 

Orig - Add 
2 - 0GC 
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5 December 1951 


MEMORANDUM FOR: Deputy Director (Administration) 

SUBJECT : Revision of CIA Regulation No. ^^^^Time, Leave and Pay. 


1. The revision of CIA Regulation No was requested by the Comptroller's 
Office . 


(a) Simplify the procedure for Time and Attendance reports submitted 
on behalf of consultants. 

(b) Provide for granting leave without charge to annual or sick 
leave to employees directed by local draft boards to report for physical 
examinations . 

2. Revised drafts were submitted to the following Offices and with the ex- 
ception of 00 and General Counsel all have concurred without comment. 

Concurrences : 


Comptroller 

OSO 

Admin. Services 

0PC 

Commo 

0SI 

Personnel 

0CI 


3. The General Counsel and the Office of Operations both commented on:, the 
present provision granting military leave for members of the National Guard. Upon 
receipt of his memorandum of 6 November, the General Counsel's Office was again 
contacted and it was ascertained that members of the National Guard of the District 
of Columbia will be granted military leave in addition to the standard 15 days 
allowed for training purposes for parade or encampment duty. The attached draft 
has therefore been revised accordingly. 

k. General Counsel's comments regarding leave for personnel requested to 
report to draft boards for medical examinations is being made the subject of 
separate memorandum . 

5. Recommend approval of the attached. 



attchs . 
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CENTRAL INTELLIGENCE AGENCY REGULATION 



(2) Two copies or extracts of the Armed Services orders will be given to the approp- 
riate Time and Attendance Clerk to be submitted with the first Report showing 
military leave. If leave extends beyond that_reporting period, additional mili- 
tary leave should be reported on subsequent /Form No. 34-427 and a reference 
made to the first Report submitted. 

(3) Time and Attendance Clerks will include under "Remarks" on/Form No. 34-427 in- 
clusive hours of holiday, overtime or compensatory time worked by each employee. 
A statement should also be made as to the period during which lunch was observed. 

(4) When night differential is claimed, /Form No. 34-427 must indicate the employee's 
tour of duty. 

(5) Correspondence pertaining to unauthorized absence must be furnished the Finance 
Office in support of /Form No. 34-42 J on which AWOL is reported. 

(6) Time and Attendance Reports submitted on behalf of experts or consultants em- 
ployed under Personal Service Contracts must reflect actual hours worked. 7 
The following certification will be signed by the expert or consultant on the 
reverse of the Time and Attendance Report: 

I certify that for the days covered by this report, during which I was em- 
ployed, I have not received nor will I claim compensation from any other 
Government Agency, unless otherwise noted." 

V. Designations 


(1) Office heads will submit to the Finance Office on Form No. 34-35 separate lists of 
persons authorized to: 

(a) Receive and distribute salary checks. 

(b) Certify the correctness of, and submit Time and Attendance Reports. 

(c) Request approval of compensatory time or overtime to be worked. 

(2) Items under (a) and (b), above, will be forwarded to the Fiscal Division, Finance 
Office; items under (c), above, will be forwarded to the Budget Division, Finance 
Office . 

(3) The above lists must be kept current at all times. 

W. Native and Foreign National Employees 


This Regulation should be used for administering leave and payments to native and 
foreign national employees at overseas installations insofar as it is not inconsistent 
with local laws and practices. Any deviations required by local law or practice must 
be reported to the Finance Office and approval obtained before action is taken. Such 
report must furnish recommendations an d a copy of the applicable law or regulation. 

25X1 A 
25X1A 
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Effective : 
on) Rescind : Page 10 of 
1 April 19 
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NUMBER 


25X1 A 


(3) Form No. 37-3 will be Initiated by Offices when LWOP for 6o or more calendar 
days is recommended for approval. Standard Form No. 50, Notification of 
Personnel Action, will be issued when such leave or an extension or renewal 
thereof is approved. 

(4) Employees who are granted an extended period of LWOP (6o days or more) will 
prior to the beginning of such leave, execute Form No. 34-30. 

K. Military Leave 

(l) Military leave for training purposes only, not to exceed 15 calendar days 
in any one calendar year, will be granted with pay without charge to annual 
leave to members of reserve components of the Armed Services of the United 
States. Saturdays and Sundays will be included in the 15 calendar days 
leave period only when such leave includes the preceding Friday and the 
following Monday. 

L ( 2 ) Members of the National Guard of the District of Columbia will, in addition 
to K(l), above, be. granted military leave with pay when ordered by competent 
authority to report for parade or encampment duty._J7 

(3) Applications for military leave will be processed in the same manner as 
applications for advanced annual leave . 


L. Court Leave 


(l) A permanent employee who attends court as a witness on behalf of the United 
States or the Government of the District of Columbia, or for jury duty, in a 
State, District of Columbia, or Federal Court, is entitled to his regular pay 
while absent from duty, and no charge for leave is made. Evidence of attendance 
at court and evidence of receipt or non-receipt of fees are required. Appli- 
cations for court leave will be processed in the same manner as applications 
for advanced annual leave. 


(2) It is Agency policy to encourage jury service wherever possible without serious 
interference with Agency operations. An official Agency request for an excuse 
from jury duty will be made only on the basis of unusual pressure of work, 
security of operations, or other adequate official reasons. Except for se- 
curity of operations, normally a postponement rather than an excuse from duty 
will be made. Requests for excuse from jury duty or postponement will be for- 
warded through the Office head concerned to the General Counsel for action. 

(3) Annual leave or LWOP will be granted when an employee is absent from dutv 
because of private litigation. 


(4) An employee may be granted court leave if the value of his testimony rises 
from his official capacity. 


25X1A 
25X1 A 


5eput^Dire^b^^Effective : I ' l&w ' 
(Administration) Rescind : Page 6 m 
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Office Nlemorandum • united 


STATES GOVERNMENT 


TO s Advisor for Management 

THRU : Comptroller 

FROM s Chief, Fiscal DMsToif 


SUBJECT: C IA 


Regulation Wo. 



DATE: 11 October 1951 


25X1 A 


1. Subsection U. ( 6 ) of the subject Regulation reads, in part, 
as follows: 

"Time and Attendance Reports submitted on behalf 
of experts or consultants employed under Personal 
Service Contracts must reflect actual hours worked 
and be certified by the Office head supervising 
the expert or consultant . * * *" 

(Underscoring supplied) 

2. It is recommended that the quoted Subsection be revised to 
the extent of deleting the underscored portion. This recommendation 
is based upon the thought that a person designated by the Office head 
to certify the correctness of, and submit Time and Attendance Reports, 
under Subsection V. (l)(b) of the subject Regulation, should be ' 
qualified to certify Reports submitted on behalf of experts or con- 
sultants as well as other personnel of the particular Office. Also, 
it would appear that knowledge as to attendance, rather than position 
or salary, is the principal requirement of the person certifying 
Reports. 


3 . Adherence to the quoted Subsection has necessitated returning 
Time and Attendance Reports to the submitting Office since they were 
not certified by the Office head, even though signed by a person 
designated by him to certify Reports submitted on behalf of regular 
personnel of his Office. The revision recommended above would 
relieve this situation. 


25X1A 
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Office Memorandum • united states government 

TO : Advisor for Management date: pi* August 1951 

THRU : Comptroller 

FROM : Chief, Fiscal Division 

SUBJECT: Amendment to CIA Regulation No. 

Time, Leave and Pay 25X1 A 


1. It appears advisable that CIA Regulation No.^Hbe amended 25X1 A 

by adding a subsection authorizing the granting of ofScS. leave for 
examinations to determine physical fitness to enter the Armed Forces. 

The subsection should read substantially as follows: 


Official Leave: 

Leave of Absence for purpose of determining physical fitness to 
enter the Armed Forces of the United States will be granted under 
the following conditions: 


(l) Employees directed by either a local draft board or a reserve 
unit of the Armed Forces to report for a physical examination may be 
excused without charge of annual or sick leave for the required period 
not to exceed 8 hours. Time in excess of 8 hours will be charged to 
annual leave or leave without pay as applicable. 


/$ 

a; 

pc' 


(2) Time and Attendance reports will show the official leave 
under the caption "Other" and will be supported by a copy of the 
order directing the examination. 
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NUMBER 


25X1 A 


K. Military Leave 

(1) Military leave for training purpof|fr<Mfcy> #v^-jt|y3xceed 1$ calendar days 
in any one calendar gjtaar, will be granted with pay without cliarge to 
annual leave to members of reserve components of the Armed Services of 
tho United States. Saturdays and Sundays will be included in the l£ 
calendar days leave period only when such leave includes the preceding 
Friday and the following Monday. 

(2) Members of the National Guard will be granted military leave with pay with- , 

'V • ' it--.' 

out charge to annual leave/on all days of service to which they are ordered 

? a; c ; ■ ;.p. ' > • ... .- , ...... rr 


by competent authority. 


b. 


Mr . y ' . -- A' if ’< %,t O 

(3) Applications for military leave will be processed in the' same manner as 


applications for advanced annual leave. 

C (b) Employees directed by a local draft board, or a reserve unit of the Armed 

Services to report for physical examination will be granted leave with pay 
for the required period, not to exceed eight hours. Time in excess of 
eight hours will be charged to annual leave or leave without pay as 
applicable.^ 

U -it -)!- -)!- -it- -3 c -»!- -)£ ■>{• -ft •}{• -if- •}<• ~fr -,'e 

U. Time and Attendance Reports (Standard Form No* 1130) 

(6) Time and Attendance Reports submitted on behalf of experts or consultants 
employed under Personal Service Contracts must reflect actual hours worked. 

J The following certification will be signed by the expert or con- 
sultant on the reverse of the Time and Attendance Report* 

11 1 certify that for the days covered by this report, during which I 
was employed, I have not received nor will I claim compensation from 
any other Government Agency, unless otherwise noted." 


Restrict 


-T> 
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Office Memorandum • united states government 


TO : 
FROM j 
SUBJECT: 


Advisor for Management 
Comptroller 

Revision of CIA Regulation 
No . Time Leave and Pay 


date: 1 November 1951 


25X1A 


1. Reference is made to your memorandum of 
22 October 1951* subject as above, requesting comments 
on the proposed revision. 

2. This office concurs in the draft as written 
and no further comments appear necessary. 



E. R. SAUNDERS 


25X1A 


Attachment 
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25X1A 



r>Jili tnry Leave 

yi) Military leave for training purposes only, not to exceed 13 calendar day® 


in any one calendar .year, will b© granted with pay without charge to 
annual leave to asemhera of raoarve ccwponont© of the ...tkk?& Services of 
the Ttoitod States. . Saturdays and Sundays trill bo included in the 15 
calendar days leave period, only whan ouch leave includes the preceding 
I'lririfiiy and the following Monday. 

(8) ttefibora of the National Guard will be grafted military leave with pay with* 
out charge to annual leave on all day® of service to which they arc ordered 
.. by competent authority. 

Ve) Applications /.or Military leave will be processed in the soase manner a® 
applications for advanced annual leave, 

C (*0 '^tiployeea directed by a local draft board or a reserve unit of the Armed 
Services to report for physical axamimtion will be granted leave with pay 
,t.Qv ohe required, period, not to exceed eight hours. Time in excess of 
eigtit hours will be charged to annual leave or leave without pay as 

applicable . J 

X vJ* -Jr •& # vf* -X- tv '!?' 

d. Ti» oud Attendance Reports (Standard Form to. 1130) 

(t>) £ixs& and At tendance Kegorta submitted on behalf of experts or consul bants 
employed under Personal Service Contracts must reflect actual hours wox*ked. 
U U following certification will be signed by the expert or con- 

sultant on the reverse of the Time and Attendance Report; 

”1 certify that for the days covered by this report, during which I 
was employed, I have not received nor will I claim compensation from 
any other tovernaecit Agency, unless otherwise noted.” 


IP 


yi 
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do (ssaafcj_ concur in the above changes of CIA Regulation Ho. 



Travel, 


25X1 A 




w w 
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Office M.emorandum • united states government 

TO : Advisor for Management DATE: 30 October 19^1 

from : Assistant Director for Communications 

subject; Revision of CIA Regulation No 0 Time, Leave and Pay 25X1A 


lo Under a memorandum, dated 22 October 19£l, the Advisor 
for Management has submitted a proposed revision of CIA Regu- 
lation No# for review and comment by this Office. 25X1 A 

2. The Office of Communications concurs in additions cover- 
ing Time and Attendance under K, Military Leave, paragraph hi 
and in the recommendations for deletion of provisions calling 
for certification by an office head as presently set forth under 
paragraph U (6) • 
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•ilo ttsss^fpCO^wr ’! 


cotx5;>r .iii tl)a a&ow o-f S1A feol&uc*. i- ; o< 
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25X1 A 


• -V- 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 3001 0-9 






?©V o n « \ eA. 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 3001 0-9 

I MTaiC» Draft - 22 October Jyyi 

CmM M. IMUJGEBiCM AGEivCi HBQUtATIOB WUI«i 25X1 A 


K. Military Leave 

(1) Military leave for training purposes only, not to exceed. Vj calendar days 
in any one calendar year, will be granted with pay without charge to 
©mmol leave to members of reserve components of the .kraed Services of 
the United States. Saturdays and Sundays will be included in the 15 
calendar days leave period, only when such leave includes the preceding 
Friday and the following Monday. 

(2) Members of the National Guard will be granted military leave with pay with- 
out charge to annual leave on call days of service to which they are ordered 
by competent authority. 

(3) Applications for military leave will be processed in the seas manner as 
applications for advanced annual leave. 

<2 6. n- f/Jos/t ss t 

C (if ) Employees directed by a local draf t board or a reserve ( funi y - of the Armed 
Services to report for physical examination will, be* granted leave with pay 
for the required period, not to exceed, eight hours, 'fixae in excess of 
eight hours will be charged to annual leave or leave without pay as 
applicable .J 

*)f vr ■$& vt vf vv* vr -X* 

lime mid Attendance .Reports (standard Form ho. H 30 ) 

(6) Wme and Attendance Imports submitted on behalf of experts or consultants 
employed under Personal Service Contracts must reflect actual hours worked. 
CJ The following certification will be signed by the expert or con- 

sul bant on the reverse of the Tine and Attenda^^gqrb ; 

1! I certify that for the days covered by itriis rp-Qp$%> during wliich I 
was employed, I have not received nor will I wladis ' compensation from 
any other Goverraaent Agency, unless oth© 


U. 
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X do COI)CUr I* the above changes of CIA Regulation l!o. 



Travel. 
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i>VS*®4- w *■' if<£ UC'fcober i, X 


K. Military kftw 

(X) Wlltsry hm\ a.* for training purposes only, rofc to asawi Vj aiOonlar days 
«*xv one calendar .ymr, will be gr«r«j«l with pay without clior®* ■;» 
annual X;i'jave wo wMw& of rm&ttva cceaywiiMi® of tfe* .mytJ Services of 
•X'B tini ko<$ States. Saturday© aril tfusscJaya will be included ia tbe 
caJ.Wr.fO."!!* flays iwa v\j £<*, ariosi only wsisn cuch luavw 1 ^eludes the prcccdics? 
Friday and the following XfoniiRy,. 

{2} ifcfflfcajro of the ;bti<>J3l Iruartf will, fca gmatoA salutary leave with pay with- 
«:at chiar.;-;e to genual leave oa all days of service to which o?«y are ordered 
by easajHit^t: i; iiwtborl t,y. 

i3) i c w w*o!?c fbr allltjU'y will he pTQ&B&wd tz- the sp aas n^tWiS^sr* os 

*®Ai>Xxc<4 i-io.?i53 .*' or so vsnesd. antmsX leave* 

/" ^plo.y«@o directed by & local draft board or a resarvvj usd. t of the .hsj 4 
Servlcwe to mafforu for physical mHlcat&on will b* ^rb; tod l-aova with pay 
tor ths roquixoA period., tf©'s to ejected eight hours. Tim; sr* excee® o>? 
hotira will be chared to annual leave or laavn without p&y m* 

opplioiable . J 


Tim 

and £ £ te:f.aiiai:io 

Sports (Stooda 

anl rVwra : 'o. Xl;3-'.^ 


(6) 1 

Tim and Abie 1 

ndence Iva ports »u 

.bait feed on haifealf of i 

»jrp«rt® or consultants 


m&loystd U32&&T i^yimml JSarvice Contracts must reflect actual hours varied. 

/ «J7 following' corti.fi eatiaai will be signed by tte expert or e©n~ 

emlfcant on the reverse of the TSoo and Attendance reports 

1 certify that for tlie days fitovoaftsd by this report, during which X 
wa ® -sJsployad, I hew* not received nor will I elate eegapenos Ucm fra© 
orsy other Ctoverrjasefifc Affcney , unless otherari « .noted/* 



Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 3001 0-9 


25X1A 


Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 3001 0-9 



Approved For Release 2001/09/03 : CIA-RDP81-00728R0001 001 3001 0-9 


25X1A 


25X1 A 


Approved For Release 2001/09/03 > g^RpP«1-00728R0001 001 3001 0-9 


|j M * r V' f,‘>. 





I'lETIOK All DUI -1 FOR: ADVISOR .-OR MANAGEMENT 

SUBJECT: Revision of CIA Regulation No. Time, Leave, and Pay 25X1A 

ATTACH 1 ® T : Memo dtd 22 October 1951 from Advisor 

re draft revision of CIA Regulation 


fo^Management 

Mi 25X1 A 


This office concurs in the changes proposed in the attached draft 


revision of CIA Regulation 



25X1 A 



25X1 A 


rv KIL30UEME JOHNSTON 
Assistant Director For 
Policy Coordination 
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jure.*, L {■!$ October i l. 




>*. SMXl tary L^ove 


(.1) #UU«iy taw for purpose *nly, rot to o,«>„vod 1., etatmitar 

«r>„v one eateGcfcar .y^ure., will be %rta.ni^>:i with pay ehesr^e to 

hmve to of reserve composite o? the ..Kiseu Vervicktu of 

tfe* Urd ta* State®. 5^torfl®ye m3 Surety ss v?.iX ho meitiM i?> tho 1') 


oalwlw >-hi;y® l-wow* f-er.kx 1 ; otfJij lesvx? incite© the 


£Mrs&C@<*A*5i : 


Friday ant} the fte;dii,v'r 

(2) fessbara or the : ''o (lu&yiS will 1: 


ijyva? ; teu i&LXi wtry leave with. &;w with- 


! ‘-o aiin»mi Jersve on all dia,ysv of service to which. they 
toy c*o^';'>'i tfl't' t fiutixjrl ty . 


(3) Applicable??;?, "or snillutsy l&ma urtlt toe it; U>j 

applications) Tor tidvtx.cc*i annual l&dv«i. 


essjaa ia«ssrisa.r as 


£ VP JtojpXoywa by a lorn! «teoffc boa.nl or a reserve a&it of the .r*as:4 

i.orvioeffl to report for jxh.ya.icoi exss&i nation wiiS. he - ..$*r^tedt leave with pay 
.-.or use ni-^vtJ r<K;1 period ,, noc Lo aiseasKI eight isourts. aljsM ir.: ejects© c.f 
hours will he? chared t,o wftnu&X leave or Xa&Ya wi llsout pay aa 

applie^lc . 7 




U# Tlaaa -azsd attaoda^esr. tteporta -($t«yi&r4 Fora U», XX.J-2 

(b) Tiffin wi AtwEisi^act* heporb® swh&izt&ii or.. bah&X£ o;t* exports or cos^auX fcayits* 
v^floys#!. and®* Personal Sarvte Contmet® must reflect actual hoars #©y?.®a, 

/ J7 *8* following certification wl3J> b® by the expert or eow« 

©uttawt on. the wwi* of th® 'i’Sfl© «jaS Att^r^aftee ileporfcs 

"X a^rw.fy tlx&t for the ftsys eovorod by Uiis tturirg vhXch X. 

^sploy®^, X oowe not received nor wiilX X elKiiss ccc^eriost-loo. froas 
©jay other ?3owirm®«t .Agency, tmXooe otherotee wotecS." 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCY REGULATION 

I 5 0 v n/e / y y / 

3. TIME, LEAVE AND PAY 
A. Working Hours 

(l) The normal official working hours for all activities of the 
Agency are from 0830 hours to 1700 hours Monday through 
Saturday . /Office heads shall schedule Saturday duty for 
only those employees necessary to meet the requirements of 
their respective Offices .7 


25X1A 


NUMBER 




(Administration) 


fc't : /s Jumc /?f/ 

: F°-y- / 25X1 A 

2. (fleei i^‘ / tS ( 
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MEMORANDUM FOR: Deputy Director (Administration) 

SUBJECT : Revision of CIA RegulationNo^^^H, Postage Stamps 25X1 A 

and CIA Regulation No. ^^^BBrf^Postage Stamp Controls 25X1 A 


1. The attached revis ion of CIA Regulation No. B^Htogether with 25X1A 

proposed CIA Regulation No. represents a new procedure for 25X1 A 

recording postage stamp activities, to become effective 1 April 1952. 

This procedure was developed jointly between this Office and the Comp- 
troller's Office and is designed to eliminate unnecessary reports and 
minimize the work load required for maintaining adequate records. 

2. Offices currently using postage stamps have been contacted and 
are in agreement with the new procedure since it eliminates the necessity 
of their submitting quarterly detailed reports. 


3. Formal approval has been obtained on behalf of the following: 


Comptroller 
Auditor- in-Chief 

Assistant Deputy (inspection & Security) 
General Counsel (no legal objection) 


4. There is also attached proposed CIA Notice No. which calls 25X1 A 

attention to the new postage stamp procedures and requires retiring 
Postage Stamp Custodians to transfer stamps on hand as of 31 March 1952 to 
the Chief, Central Mail Room. 


5. Recommend approval. 



W. L. PEEL 

Chief, General Services 


Attchs . 


P.S. Major simplification is effected by accounting for postage stamps by total 

value rather than by each denomination and by eliminating cumbersome quarterly 
reports. Relative to the latter, you will note the Auditor-in-Chief agrees 
to the new procedure. 
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25X1 A 


CENTRAL INTELLIGENCE AGENCY REGULATION 

- NIIMRKlft 

25X1A 


1/. POSTAGE STAMPS (See CIA Reg. No. 

A. Postage Stamp Custodians are 

designated 

as follows: 



(1) CIA Headquarters 

Chief, Central Mail Room 

(2) Field Stations 

Chiefs of Station or their designees. 


25X1 A 


B. Imprest Stamp Accounts 

(1) The Comptroller is authorized to establish Imprest Stamp Accounts within 
CIA ^Headquarters when necessary for operational or security purposes. 

Co Procurement 

( 1) Headquarters 

(a) The Chief, Central Mail Room, will procure postage stamps through 
the facilities of the Procurement and Supply Office. 

(b) Custodians of Imprest Stamp Accounts will obtain postage stamps from 
the Chief, Central Mail Room. 

Field 25X1 A 

(a) Chiefs of field Stations will procure postage stamps locally by 
purchase through petty cash procedures. 

D. Controls 

(1) Office heads. Chiefs of Field Stations and Stamp fcstodians are responsible 
for maintaining adequate safeguards to ensure that postage stamps are 

used for official business only. 

(2) Stamp Custodians will be responsible for maintaining records as prescribed 
in CIA Regulation No. 

25X1A 
25X1 A 

I do (yC) concur in the proposed revision of CIA HepdationJiOj^j^ostage^tamps. 



25X1 A 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


25X1 A 


NUMBER 



1 April 1952 


POSTAGE STAMP CONTROLS 

A. Appropriate personnel in each Office in headquarters will prepare a Postage Slip, 
Form No. 35-11, for all outgoing mail which requires postage. Postage stamps will 


be affixed by the Central Mail Room or by Custodians of Imprest Stamp Accounts, 
whichever is appropriate. Form: No. 35-11 will not be used in field offices unless 
so authorized by the Chief of Station. 

B. Requests for Imprest Stamp Accounts 

(l) Requests for authorization of an Imprest Stamp Account will be prepared in 

memorandum form and submitted by the Office head concerned to the Comptroller. 

Re quest* should contain: 

(a) A brief statement of justification, including reasons why mail requiring 
postage stamps cannot be processed through the Central Mail Room. 

(b) Estimated value of stamps required for no less than 30 and.no more than 
60 days. 

(c) Name of employee to be designated Custodian of the Imprest Stamp Account. 

C. Maintenance of Imprest Stamp Accounts. 

(l) Custodians of Imprest Stamp Accounts will: 

(a) Remove the Forms^35-ll from the mail, affix postage stamps as required, 
and enter the value of postage stamps used on the Forms 35-11. 

(b) File the Forms^§5-ll with the stamps on hand. Total of amounts shown 

on the Forms ^5-11 plus the value of stamps on hand should, at all times, 
equal the amount of the Imprest Stamp Account as authorized by the 
Comptroller. 

(c) Upon authorization of an Imprest Stamp Account, procure postage stamps 
from the Chief, Central Mail Room in the amount authorized by the Comp- 
troller. Additional stamps will be procured by submitting processed 

- 1 - 
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CENTRAL INTELLIGENCE AGENCY REGULATION KUTfBER_^J^Jg 

tJO* 

Forms^35-ll to the Central Mall Room in exchange for stamps. 

D. Maintenance of Postage Stamp Daily Summary Sheet* 

(1) The Chief , Central Mail Room and Postage Stamp Custodians in field statio'hs 
will record postage stamp acquisition and disposition on CIA Form No. 34-13, 
April 1952, Postage Stamp Dally Summary Sheet as follows: 

(a) Enter balance of stamps on hand in the "Balance Column" on the first 
line of each page. 

(b) Record value of stamp acquisitions in the "In Column". Oh the same line, 
in the "Explanation Column", Stamp Custodians in field stations will 
enter the/ gg qr fi-Q It lo ft number , 

(c) Record value of stamps used during the day for official business in the 
"Out Column" as a single line entry. 

(d) Reconcile, at least once a week, balance indicated on the Daily Summary 
Sheet with the physical inventory of stamps on hand. 

(2) Form No. 34-13* April 1952, Postage • Stamp Daily Summary Sheet, is subject to 
audit by the Auditor- in-Chief or his duly appointed representative at his 
discretion. 


I do (npt) conur in the proposed Regulation No. 


Postage Stamp Controls. 25X1 A 


25X1A 




- 2 - 
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Security Information 
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Security Information 

..wpTHAL I NTELLIGENCE AGENCY REGULATION 

ii. POSTAGE STAMPS (See CIA Reg. No. ~ 

A ’ Posta P e stam P Custodians are designated as follows: 

(1) CIA Headquarters 

Chief, Central Mail Room 

(2) Field Stations 

Chiefs of Station or their designees. 

B. Imprest Stamp Accounts 

(1) The Comptroller is authorized to establish c + 

apixsh Imprest Stamp Accounts within 

CIA Headquarters when necessary for 

7 i or operational or security purposes. 

C. Procurement ! 

(1) Headquarters 

(a) The Chief, Central 1 Kail Rnnm thii 

I A H00m ’ 'A U Procure postage stamps through 

the faculties of jU» Procurement and Supply Office. 

0» Custodians of Imprest Stamp Accounts »m obtain postage stamps from 


25X1A 


25X1 A 


25X1A 


the Chief, Central Mail Room. 


(2) Field ( 


(a) Chiefs of field stations will procure postage stamps locally by 


25X1A 


D. Controls 


purchase through petty\ cash procedures. 


U) 0m ° e headS ’ ° hlefS ^tamp cueiodiani, are responsible 

for maintaining adequate ^safeguards ito ensure that postage itamps are 
used for official business only. j! / \ ' \ 

( 2 ) Stamp ouetodians wil l be respon sible for maintaining records jas prescribed 


in CIA Regulation No. 


25X1A 


, i I . ’ 

®^ concur in the proposed revision of CIA Regulation No J * 

I j Regulation No.^^ Postage Stamps. 25X1 A 




5 /^ 
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SECURITY IWrORP/fATlOM 



To : Auditor-in-Chief 2 9 February 195>2 

From : Auditor 

Subjects CIA Regulations Numbers Postage Stamp 25X1A 

Control 


In accordance with your request , the following comments with respect 
to the postage stamp procedure proposed in the attachment are submitted: 

The procedure appears unnecessarily cumbersome and 
burdensome considering what is involved. While the 
requirements of the various offices in this connection 
are not definitely known, it is understood that in 
most instances they are nominal. Accordingly, should 
not. stamps be issued upon requisition by office and 
division chiefs in a manner similar to office supplies 
which involve a far greater value and, often, equal 
susceptibility of diversion? It is suggested that 
such requisitions be certified as to necessity for 
use in the Government service, and that custodial 
arrangements be made the responsibility of the 
requisitioning official who should limit distribution 
within his office to a minimum of strategically 
located individuals. 
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25X1A 

CENTRAL INTELLIGENCE AGENCY REGULATION 


25X1A 


25X1 A 


1 April 1952 


4. POSTAGE STAMPS (See CIA Reg. No. 

A. Postage Stamp Custodians are designated as follows: 

(1) CIA Headquarters 

Chief, Central Mail Room 

(2) Field Stations 

Chiefs of Station or their designees. 

B. Imprest Stamp Accounts 

(l) The Comptroller is authorized to establish Imprest Stamp Accounts within: CIA 
Headquarters when necessary for operational or security purposes. 

C . Procurement 

(1) Headquarters 

(a) The Chief, Central Mail Room, will procure postage stamps through the 
facilities of the Procurement and Supply Office. 

(b) Custodians of Imprest Stamp Accounts will obtain postage stamps from 
the Chief, Central Mail Room. 

(2) Field 1 

(a) Chiefs of field stations will procure postage stamps locally by purchase 
through petty cash procedures. 

D. Controls 

(1) Office heads. Chiefs of Field Stations and Stamp custodians are responsible 
for maintaining adequate safeguards to ensure that postage stamps are used 
for official business only. 

(2) Stamp custodians will be responsible for maintaining records as prescribed 

in CIA Regulation 25X1A 


25X1A 


I do (»et) concur to the proposed revision of CIA Regulation No. 


Postage Stamps. 25x1 A 



25X1 A 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


NUMBER HHHH 



1 April 1952 


30-4. POSTAGE STAMP CONTROLS 


A. Appropriate personnel in each Office^ will prepare a Postage Slip, Form No. 35-11, 
for all outgoing mail which requires postage. Postage stamps will he affixed by 
the Central Mail Room 
appropriate , ( ^ 

B. Requests for Imprest Stamp Accounts 

(l) Requests for authorization of an Imprest Stamp Account will be prepared in 

memorandum form and submitted by gM the Office head concerned to the Comp- 
troller. Requests should contain: 

(a) A brief statement of justification, including reasons why mail re- 
quiring postage stamps cannot be processed through the Central Mail 
Room. 

(b) Eotnimatc d value of stamps required for no less than 30 and no more 
than 60 days. 

(c) Name of employee to be designated Custodian of the Imprest Stamp Account. 

C. Maintenance of Imprest Stamp Accounts. 

(l) Custodians of Imprest Stamp Accounts will: 

(a) Remove the Forms 35-11 from the mail, affix postage stamps as required, 
and enter the value of postage stamps used on the Forms 35 -11. 

(b) File the Forms 35-11 with the stamps on hand. Total of amounts shown 

on the Forms 35-H plus the value of stamps on hand should, at all times, 
equal the amount of the Imprest Stamp Account as authorized by the 
Comptroller . 

(c) Upon authorization of an Imprest Stamp Account, procure postage stamps 
from the Chief, Central Mail Room in the amount authorized by the 
Comptroller. Additional stamps will be procured by submitting pro- 
cessed Forms 35 -H to the Central Mail Room in exchange for stamps. 
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25X1 A 


CENTRAL INTELLIGENCE AGENCY REGULATION 


NUMBER 


1 April 1952 


D. Maintenance of Postage Stamp Daily Summary Sheet 

(1) The Chief, Central Mail Room and Postage Stamp Custodians in field stations 

will record postage stamp acquisition and disposition on CIA Form No. 34-13, 

April 1952^ Postage Stamp Daily Summary Sheet as follows: 

(a) Enter balance of stamps on hand in the "Balance Column" on the first 
line of each page. 

(b) Record value of stamp acquisitions in the "In Column". On the same 
line, in the "Explanation Column", Stamp Custodians in field stations 
will enter the petty cash voucher number and the Chief, Central Mail 
Room will MKKK enter the requisition number. 

(c) Record value of stamps used during the day for official business in 
the "Out Column" as a single line entry. 

(d) Reconcile, at least once a week, balance indicated on the Daily 
Summary Sheet with the physical inventory of stamps on hand. 

(2) Form No. 34-13, April 1952^, Postage Stamp Daily Summary Sheet, is subject to 

audit by the Auditor-in-Chief or his duly appointed representative at his 

» 

discretion. 


25X1A 


I do (*©£■) concur in the proposed Regulation No 



Postage Stamp Controls. 
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Security Informnllon 


December 1951 


MEMORANDUM FOR: Deputy Director (Administration) 

SUBJECT: Postage Stamp Disposition and Summary Report 


1. Tlio attached report of the Comptroller has been studied 
and this Office concurs in the recommendations contained therein. 
Coordination and approval has been given by the following offices 

a. Administrative Services 

b. Office of Policy Coordination 

c. Office of Special Operations 

d. Personnel Office - Military Personnel Division 

e. Office of Inspection and Security 

f. Office of Operations o-i 

g. Office of Operations - Contact Division 

h. Training Office 

i. National Security Counsel 

The proposed procedure wi lief feet economies of operation by the 
elimination of time consuming quarterly reports. 


2. Attachment A is a proposed revision of CIA Regulation 
|and Attachment B a proposed notice to accomplish transfer 
of stamps currently on hand. 


25X1A 


25xi a 

Deputy Advisor for Management 



Security ihtoAUft*' 


/ 
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Office Memorandum ‘^“'©Mted states government 


T0 * Advisor for Management 
FROM J Security Officer, CIA 

subject: proposed Notice: Departmental Stamp Custodian 


DATE: 


!• We are returning th e abov e notice and procedure without 
action, at the request of the originator, because the 

following pertinent information cannot be furnished at this time: 


a. Why postage is necessary instead of franked 
mail“in cases where disclosure of CIA as the addressee 
is immaterial j 

b. Postage is presumably required in those cases 
where Agency identification is not to be disclosed or 
it is desired to limit knowledge of the addressee. In 
such cases, it would appear inadvisable to route letters 
to a central mail room for postage,, 


2 • Perhaps the solution to your problem is the establishment 
of a stamp fund in the various offices to be renewed at periodic 
intervals. But without more enlightment, we are unable to give any 
opinion one way or the other. 



25X1A 


SHEFFIELD EDWARDS 
Colonel, GSC 


Enel: 
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Restricted 
Security Information 
CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 

NO. 

SUBJECT: Departmental Stamp Custodian 

1. Efiective 1 January 1952; departmental mail requiring postage 
will he processed or accounted for through the Central Mail Room. 

2. The Chief, Central Mail Room is hereby designated as Departmental 
Stamp Custodian vice Stamp Custodians for the various offices of the Agency. 

3. The retiring Stamp Custodians will transfer the stamps on hand 

as of 31 December 1951; lo the Chief, Central Mail Room on or about 1 January 
1952. 


I dcg_£^ot^a,c o nc ur in the above notice . 
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25X1 A 


CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER 

4 . Postage Stamps 

A. Procurement 

(1) Departmental 

Departmental vouchered mail will be processed through the Central Mail 
Room. ; The Mail Room will procure postage stamps through the facilities 
of the Procurement Office.) 

/ 

(2) Field 

Chiefs of Field Offices will procure postage stamps locally by purchase 
through petty cash procedures. 

B . Controls 

Stamp Custodians and/or Chiefs of Field Offices will be responsible for main- 
taining adequate safeguards so that postage stamps will be used for official 
business only. 

C. Reports and Records 

Stamp Custodians will be responsible for maintaining records and reports as 
prescribed by the Comptroller. 


I do (ncrt) concur in the proposed revision of CIA Regulation No. 



25X1 A 




/. 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


NUMBER 


4 . Postage StampB 
A . Pr ocurement 

(l) Departmental 


Departmental vouchered mail will be processed or accounted for through 
the Central Mail Room. The Mail Room will procure postage stamps through 
the facilities of the Procurement Office. 


(2) Field 


Chiefs of Field Offices will procure postage stamps locally by purchase 
through pfetty cash procedures. 

B. Controls 

Stamp Custodians and/or Chiefs of Field Offices will be responsible for main- 
taining adequate safeguards so that postage stamps will be used for official 
business only. 

C. Reports and Records 

Stamp Custodians will be responsible for maintaining records and reports as 
prescribed by the Comptroller. 


I do (Not) concur in the proposed revision of CIA Regulation No.| 
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Security Iiii'oimtioik 
OBWBKAL XW^lSLLlOiSttCIi AGffiCY 
Washington D. C. 

WGTXCK 

WO. 

SUBJECT : Department ai Stamp Custodies 

1. 'Effective 1 January depaxtamital mil re<iiUria. ;< postage 

will be processed or accounted for through the Central tell. Boom. 

2. 2*he Chief# Central Mail doom Is hereby designated as Departmental 
■$taap Custodian vice Stamp Custodians for the various offices of the Agency . 

3 . The -retiring Stamp Custodians will transfer, the stamps o.u hand 

as of 31 ; December lyiii* to the Chief, Central Mail Boom on or about ' 1 January 
1952 . 
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Security ZuKtitwntiw 

asffSML iinmiagsas m i Moi 

Wttahin^ton 1). C. 

HOTICiS 

NO. 

SUBJECT t Dcpcrtroentai Stamp Custodian 

1. ' Effective 1 January 1952,, departmental jaall requlrijj,;; 

will tM processed, or accounted for through the .Central Mail Socsn. 

2. The Chiefs Central- Mail Boom la hereby designated as JDcjpa-rtatent&l 
Stamp Custodian rice Stamp Custodians for the various offices of the Agency . 

3. 'flue retiring Stamp' Custodians will transfer the stamps os hand 

as of 31 December 1951 : to the Chief, 'Central &&ii doom .on or about I January 
1 952* 

'I do j sg 1 } concur in the above notice. 

25X1 A 

£ i& A / cip " 

OPC concurs subject to the following conditions: That the 0PC Mail room 
receive fron the Central Mail Room Stamp Custodian -.....-a quantity of stamps 
as needed, from time to time, to carry on the daily OPC mail a ctivities . 
Accounting for these stamps will be worked out with the Central Mail Room, 

**0*9*1 
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4, posture Stands 

A. ProeunmniAt 

(1) 

Bepartmerital voucher®# mail will b» processed through the Omtral Mall 
Eooa» Tb© Mail teorn will procure postage otawapc through the facilities 
of tins SfcocttrewjBt Office . 

(2) field 

Chiefs of Field Offices will procure postage ©tamps locally by purchase 
through petty cash, procedures. 

B. Controls 

Stamp Cuetodisaa acd/or Chief® of Field Offices will be rcspMiaiiJle fur mala- 
tailing adequate safeguards so that postage stsmpa will bo ueea for orxicia v 

bualiaeas only. 

C. Imports and Records 

Stamp Cuatodl&as will be reapoiialble for laaJJtxl^teiag .records reports as 
proscribed by the Cotftptrolleir • 


I do t&i concur la the proposed revision, of CIA Begulation 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


7. CLAIMS FOR LOSS OF PERSONAL PROPERTY 

A. Claims Board. 


NUMBER ijfff j 

wi&nrWF 


(1) Persons serving CIA outside the continental limits of the United States may 
submit claims for personal property damaged, lost, destroyed, captured or 
abandoned due to emergencies or other special circumstances directly related 
to service with CIA, but not due to normal travel occurrences or local con- 
ditions, Claims will be considered by the CIA Property Survey Board. (See 
paragraph E.(2), Regulation 


B. Authority. 

(1) The Claims Board shall consider all personal property claims and shall de- 
termine whether a claim is covert or overt, 

(2) Approved claims involving a security factor will be paid from confidential 
funds. (See paragraph 10.3 CFR) 

(3) Approved claims not involving a security factor must be submitted to Con- 
gress through the Office of the General Counsel on an individu al basis. 


C. Persons Who May Submit Claims. 

(1) Only those persons in the following categories of personnel may submit 
claims under this regulation: 

(a) Staff employees. 

(b) Staff agents. 

(c) Career agents. 

(d) Agents, insofar as their contracts permit. 

(e) Detailed or assigned personnel. 

(f) Consultants, 

D. Reasonableness of Claim. 

(1) Claims are payable under the provisions of this regulation only to the ex- 
tent that possession of the property, both as to type and quantity, shall 
be considered by the Claims Board as reasonable, useful, necessary or 
proper under the attendant circumstances. 

RETURN TO RECORDS CENTER 

IMMEDIATELY AFTER USE -l- 


mf3-//omx i 
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27 April 

(a) In malcing this determination, the Claims Board may take into consider- 
ation an individual's recreational desires, the nature of his duties 
with the Agency, and any other factors which may be of assistance. 

(b) In determining whether possession of property was reasonable, useful, 
necessary or proper, the Claims Board shall not conclude, simply be- 
cause a claimant was permanently assigned to an overseas station, that 
he may be reimbursed for loss of all his property. The Claims Board 
shall follow the general principle that an employee may possess any 
type or amount of property he may desire; but, in order to be reim- 
bursed for loss, possession of the property must be reasonable, useful, 
necessary or proper. 

E. Procedure. 


(1) Claims will be submitted through normal channels to the appropriate Office 

head who will forward all necessary information and his recommendation to 

the Claims Board. 

F. Contents of Claim, 

(1) Each claim submitted to the Claims Board shall include: 

(a) Name and CIA unit of claimant. 

(b) The date, place, facts and circumstances surrounding the damage to or 
loss, destruction, capture or abandonment of the personal property. 

(c) A statement that the damage, loss, destruction, capture or abandonment 
was not caused in whole or in part by any negligence or wrongful act 
on the part of the claimant, or his agent or employee. 

(d) A statement that none of the property has been recovered by the claim- 
ant, and that if any of the property for which claim is made is later 
recovered, claimant agrees to give immediate written notice to the 
Claims Board, and also to refund any payment made by CIA for such prop- 
erty. 

(e) A statement that the damage, loss, destruction, capture or abandonment 
was or was not covered by insurance. If covered by insurance, and 

the insurance company has refused to reimburse the claimant, satisfac- 
tory evidence of such refusal must accompany the claim. 

(f) If a carrier is involved in the damage, loss, destruction, capture or 
abandonment, the claim must include a statement that a cl aim has been 
asserted against the carrier, with the result thereof, or sufficient 
reason why such a demand was not made* All correspondence pertai nin g 
thereto should be attached. 
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27 April 1951 

(g) An itemized list of property, including the following information for 
each article : 


(1) Quantity. 

( 2 ) Name or description of article* 

(3) Month and year of purchase or other acquisition* 

(U) Condition when lost or damaged. (New, excellent, good, fair, 
poor.) 

(£) Purchase price or value at time of acquisition. 

(6) Amount claimed (value when lost, or cost of repairs.) 

(h) A statement indicating that claimant knows of the penalty for fraudu- 
lent claims, which is a fine of not more than $10,000 or imprisonment 
for not more than ten years, or both (18 USCA 1003). 

(i) Signature of claimant, 

G. Additional Evidence. 

(1) The Claims Board may, in its discretion, require the production of any 

type or quantity of evidence (including oral testimony) deemed necessary to 
process any claim. 


H. Action by Claims Board. 

(1) Determine whether possession of the property was reasonable, useful, ne- 
cessary or proper under the attendant circumstances. 

(2) Make all other determinations required by this regulation. 

(3) Adopt any depreciation schedule it may deem advisable, and with the assist- 
ance of the Comptroller apply said schedule to each claim, 

(U) Forward each claim to the Deputy Director (Administration), with a recom- 
mendation. 

I. Action by Deputy Director (Administration). 

(1) Forward all approved overt claims to the Office of the General Counsel 
with a recommendation for enactment of private legislation for the claim- 
ant, , 

-3- 
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NUMBER _ 

2Y April 15? 




(2) (a) Approve or disapprove covert claims not in excess of $£,000 and for- 

ward approved claims to the Comptroller for payment. 

(b) Recommend action to the Director on claims in excess of $£,000. 

J. Delegation of Authority. 


(1) The authority to take action specified in paragraphs 1.(1) and (2) (a) 
above is hereby delegated to the Assistant Deputy Directors, Administra- 
tion (General and Special). 

K. Claims Not Payable. 

(1) Claims otherwise within the scope of this regulation are not payable when 
the damage, loss, destruction, capture or abandonment involves any of the 
following classes of property or when losses occur under any of the follow- 
ing circumstances: 

(a) Money or currency in excess of an amount deemed appropriate for im- 
mediate personal needs. 

(b) Intangible property, Choses-in-action, or evidence thereof, such as 
bank books, checks, promissory notes, stock certificates, bonds, 
bills of lading, warehouse receipts, baggage, checks, insurance poli- 
cies, money orders and travelers' checks. 

(c) Precious articles. Claims for precious jewels and other precious arc- 
tic les of extraordinary value. 

(d) Unserviceable property. Worn out or unserviceable property. 

(e) Souvenirs, etc. Souvenirs, war trophies, ornamental jewelry, luxu- 
ries, articles acquired to be sold or disposed of as gifts, and ar- 
ticles of only sentimental value. 

(f ) Government property. Property owned or furnished by the Government. 

(g) Business property. Property normally used for business or profit. 

(h) Losses recoverable from insurer. 

(i) Losses recoverable from carrier. 

(j) Negligence of claimant. Where the damage, loss, destruction, capture 
or abandonment was caused in whole or in part by any negligence or 
wrongful act on the part of the claimant, or of his agent or employees 
acting within the scope of his employment, 

-a- 
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(k) Violation of directives. No allowance will be made for any item where 
the evidence indicates that the acquisition, possession, or transpor- 
tation thereof was in violation of Agency directives. 


(1) Losses concurrent with or after death. Property damaged, lost, des- 
troyed, captured or abandoned concurrent with or subsequent to death. 

L. Expensive Articles. 

(1) Allowance for expensive articles, or for items purchased at unreasonably 
high prices, will be based upon fair and reasonable prices for substitute 
articles appropriate for the claimant under the particular circumstances 
of his employment. 

M. Articles Acquired by Barter. 

(1) Allowance for articles acquired by barter will not exceed the cost of the 
articles tendered in barter. 


N. Replacement in Kind. 

(1) The Claims Board may, in its discretion, arrange for the replacement in 

kind of any or all articles damaged, lost, destroyed, captured or abandoned. 
Such replacement shall be in lieu of a cash payment for the said article 
or articles. 

O. Time for Filing Claim. 


(1) No claim may be paid under the provisions of this regulation unless pre- 
sented to the Claims Board in writing within one year after the occur- 
rence of the incident out of which the claim arises, (This requirement 
may be waived by the Board upon demonstration of a sufficient reason for 
delay. ) 
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25X1 A 


1. The attached regulation, concerning claims for 
loss of personal property, has been drafted by this office 
at the request of Mr. It i/f££^ to 25X1A 

you for comment and consultation^^^ 



25X1 A 


LAWRENCE R. HOUSTON 
General Counsel 
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